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PREFACE 
In the pages which follow you will find institutional policies and practices and 
summaries of Agreement language. The document has been adopted after a joint 
IFO/MSUAASF /Administration Meet and Confer on May 15, 1992 and subsequent 
approval by the President on June 18, 1992 as the institutional guide to 
academic and administrative policy and practice. Wherever the ·Handbook refers 
to contractual issues, the Handbook should be used in conjunction with the full 
language of the adopted IFO/SUB and MSUAASF/SUB Agreements. 
In addition to the paper product, the document is in the Data General system in 
the Public Drawer where the most recent changes or additions can be accessed and 
will provide the most up-to-date information. Paper updates and revisions will 
be supplied as needed. 
All documents are followed by the date of original approval or revision. 
Inquiries or new and revised material should be forwarded to the Office of the 
Vice President for Academic Affairs. 
Moorhead State University is committed to providing equal education and 
employment opportunities . to all persons and does not discriminate on 
the basis of race, religion, color, creed, veteran's status, national 
on.g~n, sex, sexual orientation/affectional preference, age, marital 
status, physical and mental disability, status due to receipt of public 
assistance, or any other group or class against which discrimination is 
prohibited by Title VII of the Civil Rights Act of 1964, Title IX of 
the Education Amendments of 1972, Minnesota Statutes Chapter 363, and 
other applicable state or federal laws. Inquiries regarding compliance 
should be referred to Barb Seiler, Affirmative Action Officer, (218) 
236-2229. 
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A GLIMPSE BACK IN TIME ••• 
MOORHEAD NORMAL TO MOORHEAD STATE 
Moorhead State Normal School 
In 1885, State Senator Solomon G. Comstock introduced legislation to begin a 
normal school. He felt • ... it would be a fine thing for the Red River Country 
and especially for Moorhead." Comstock's donation of six acres of land ensured 
the Legislature's selection of Moorhead for a normal school, and soon $60,000 
was appropriated for the Main Building. Senator Comstock's "fine thing" would 
earn him the title, "father of the college." Five faculty members, including 
the school's first president, Livingston Lord, enrolled 29 students in August 
1888. It was a simple time, but also a time of growth. Nearly 350 students 
enrolled in 1904 with expansion a high priority. 
Moorhead State Teachers College 
In 1921, the need for high school teachers led the State Legislature to 
authorize the awarding of a bachelor's degree equipped for the education of 
teachers from kindergarten through high school. The school earned the name 
Moorhead State Teachers College. Enrollment increased until the Depression hit 
in 1929. MSTC was struck by fire in 1930 and all student records were 
destroyed. All that remained--25, 000 books in ashes and a stark shell. But 
classes resumed within the week and by 1932 a new administration building was 
erected, the "birth of the greater MSTC." The end of World War II saw returning 
Gis swarm to campus, swelling enrollment and increasing the numbers of students 
who did not wish to become teachers. In 1946, this change led the State 
Teachers College Board to grant a bachelor of arts degree in · addition to the 
bachelor of science degree. 
Moorhead State College 
During the 1950s, the college experienced strong development in the liberal arts 
and professional curricula. Because of that increasing diversity and breadth of 
purpose, the institution became Moorhead State College in 1957. Growth was 
constant during the late 50s and 60s. Cooperation was a goal, with the 
development of Project E-Quality (now Minority Student Affairs) making the 
college one of the first in the region to have such a plan. Further cooperation 
among colleges was emphasized in 1969 with the creation of the Tri-College 
University--Concordia College, North Dakota State University, and Moorhead 
State. 
Moorhead State University 
In 1975, the state Legislature granted a new title to the college--Moorhead 
State University--representing the expanded choice of more than 90 programs and 
majors. In 1990, enrollment exceeded 9,000 full- and part-time students. 
Programs have broadened to include business and accounting, now attracting 
nearly one-fourth of MSU's majors. Moorhead State continues to emphasize its 
strong liberal arts preparation, and attracts more and more non-traditional 
students. In fact, nearly one-third of the university's students are 
non-traditional, older than 25. So more than a century later we celebrate 
Comstock's founding of that "fine thing"--Moorhead State University. 
(M&C 5/15/92] 
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M I S S I O N S  A N D  G O A L S  
M i s s i o n  o f  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  S y s t e m  
T h e  m i s s i o n  o f  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  S y s t e m  i s  t o  p r o v i d e  h i g h  q u a l i t y ,  
a c c e s s i b l e  e d u c a t i o n ,  w h i c h  w i l l  e n r i c h  i n d i v i d u a l  l i v e s ,  i n c r e a s e  e c o n o m i c  
o p p o r t u n i t y ,  a n d  c o n t r i b u t e  t o  t h e  c o m m u n i t y .  T h e  S y s t e m  i s  c o m m i t t e d  t o  t h e  
e x p l o r a t i o n  a n d  d i s s e m i n a t i o n  o f  k n o w l e d g e ;  d e v e l o p m e n t  o f  c u l t u r a l ,  
i n t e l l e c t u a l  a n d  h u m a n e  s e n s i t i v i t i e s ;  i m p r o v e m e n t  o f  p r o f e s s i o n a l ,  s c i e n t i f i c ,  
a n d  t e c h n o l o g i c a l  c o m p e t e n c e ;  a n d  e n h a n c e m e n t  o f  v a l u e s  a n d  p u r p o s e .  T h e  S y s t e m  
w i l l  a l s o  o f f e r  e x t e n d e d  e d u c a t i o n  a n d  p u b l i c  s e r v i c e  p r o g r a m s  a n d  a s s i s t  i n  
e c o n o m i c  a n d  c o m m u n i t y  d e v e l o p m e n t  i n  a l l  r e g i o n s  o f  M i n n e s o t a .  
M o o r h e a d  S t a t e  U n i v e r s i t y  M i s s i o n  S t a t e m e n t  
M o o r h e a d  S t a t e  U n i v e r s i t y  i s  o n e  o f  t h e  r e g i o n a l  i n s t i t u t i o n s  t h r o u g h  w h i c h  t h e  
m i s s i o n  a n d  g o a l s  o f  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  S y s t e m  a r e  t o  b e  
a c c o m p l i s h e d  i n  N o r t h w e s t  a n d  V e s t  c e n t r a l  M i n n e s o t a .  
T h e  m i s s i o n  o f  M o o r h e a d  S t a t e  U n i v e r s i t y  i s  t o  p r o v i d e  h i g h  q u a l i t y  a c a d e m i c  
p r o g r a m s  i n  a n  e d u c a t i o n a l  e n v i r o n m e n t  t h a t - s u p p o r t s ,  i n  b o t h  s t u d e n t s  a n d  
f a c u l t y ,  i n t e l l e c t u a l  a n d  s c h o l a r l y  d e v e l o p m e n t ,  t h a t  d e v e l o p s  t h e  s k i l l s  a n d  
t a l e n t s  o f  s t u d e n t s ,  t h a t  g i v e s  t h e m  t h e  c a p a c i t y  t o  l i v e .  u s e f u l l y  a n d  t h e  
d e s i r e  t o  a c t  r e s p o n s i b l y ,  a n d  t h a t  w i l l  m a k e  t h e m  l e a r n e r s  a l l  t h e i r  l i v e s .  
T h e  d o m i n a n t  m i s s i o n  o f  t h e  U n i v e r s i t y  i s  t o  f a c i l i t a t e  t e a c h i n g  a n d  l e a r n i n g  
t h a t  f o s t e r  a n  o p e n n e s s  t o  a  r a n g e  o f  i d e a s  a n d  h u m a n  p o s s i b i l i t i e s ;  t o  
e n c o u r a g e  a n d  s u p p o r t  r e s e a r c h  a n d  a r t i s t i c  e n d e a v o r s  t h a t  i d e n t i f y  t h e  
U n i v e r s i t y  a s  a n  i n t e l l e c t u a l  a n d  c u l t u r a l  c e n t e r ;  a n d  t o  s e r v e  a s  a  r e s o u r c e  
f o r  t h e  a p p l i c a t i o n  o f  k n o w l e d g e  t h a t  w i l l  e n h a n c e  t h e  q u a l i t y  o f  l i f e  i n  i t s  
s e r v i c e  a r e a .  
G o a l s  o f  M o o r h e a d  S t a t e  U n i v e r s i t y  
I n  o r d e r  t o  a c h i e v e  t h i s  m i s s i o n ,  M o o r h e a d  S t a t e  U n i v e r s i t y  w i l l :  
1 .  G i v e  h i g h e s t  p r i o r i t y  t o  a t t a i n i n g  e x c e l l e n c e  i n  t e a c h i n g  a n d  l e a r n i n g .  
2 .  P r o v i d e  a  f u l l  a r r a y  o f  u n d e r g r a d u a t e  p r o g r a m s  f o r  s t u d e n t s  i n  t h e  a r t s ,  
h u m a n i t i e s ,  s c i e n c e s ,  t e a c h e r  e d u c a t i o n ,  b u s i n e s s  a n d  a p p l i e d  p r o g r a m s .  
3 .  A s s u r e  a  s t r o n g  l i b e r a l  a r t s  b a s e  f o r  a l l  b a c c a l a u r e a t e  p r o g r a m s .  
4 .  S t r i v e  f o r  e x c e l l e n c e  t h r o u g h  e f f e c t i v e  f a c u l t y  a n d  s t a f f  r e c r u i t m e n t  a n d  
d e v e l o p m e n t  p r o g r a m s .  
5 .  O f f e r  p r o f e s s i o n a l  a n d  g r a d u a t e  p r o g r a m s  t h a t  r e s p o n d  t o  p u b l i c  n e e d s  o r  
r e f l e c t  i n s t i t u t i o n a l  s t r e n g t h s .  
6 .  P r o v i d e  s e r v i c e s  t o  t h e  r e g i o n  t h r o u g h  a p p r o p r i a t e  o u t r e a c h  p r o g r a m s .  
7 .  P r o v i d e  h i g h e r  e d u c a t i o n  o p p o r t u n i t i e s  t o  m i n o r i t y  a n d  n o n - t r a d i t i o n a l  
s t u d e n t s .  
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8. Offer opportunities for international and intercultural exchange and 
understanding. 
9. Encourage and support faculty development and scholarship, creative 
activities, and research. 
10. Maintain library, computer, and media resources adequate for instruction, 
research, and public service. 
11. Provide the physical facilities and equipment necessary to assure quality in 
existing and developing programs. 
12. Enable students to participate in co-curricular and extra-curricular 
activities that complement the academic experience. 
13. Conduct applied research and offer technical assistance that will stimulate 
and support economic development and growth, especially within its service 
area. 
14. Participate in the Tri-College University. 
15. Provide students with a wide range of services and out-of-class learning 
that will support their academic endeavors and enable them to achieve their 
career and personal goals. 
16. Strive for additional resources which would increase faculty participation 
in research, creative activities and in public service. 
17. Facilitate public understanding of the programs, activities, and needs of 
the University and the university resources available to the public. 
18. Maintain an administrative structure, policies, 
allow the institution to accomplish its goals. 
- 4 -
and procedures that will 
[M&C 5/15/92] 
A D M I N I S T R A T I O N  
P r e s i d e n t  
D r .  R o l a n d  D i l l e  w a s  a p p o i n t e d  P r e s i d e n t  o f  M o o r h e a d  S t a t e  U n i v e r s i t y  b y  t h e  
S t a t e  U n i v e r s i t y  B o a r d  e f f e c t i v e  S e p t e m b e r  1 ,  1 9 6 8 .  A s  P r e s i d e n t ,  h e  i s  c h i e f  
e x e c u t i v e  o f f i c e r  o f  t h e  U n i v e r s i t y  a n d  i s  r e s p o n s i b l e  f o r  a l l  a s p e c t s  o f  t h e  
o p e r a t i o n  o f  t h e  i n s t i t u t i o n  a n d  f o r  i n s u r i n g  t h a t  t h e  a f f a i r s  o f  t h e  U n i v e r s i t y  
a r e  c o n d u c t e d  i n  a c c o r d a n c e  w i t h  a l l  r e l e v a n t  s t a t u t e s ,  r u l e s  o f  a p p r o p r i a t e  
s t a t e  a g e n c i e s ,  t h e  G o v e r n i n g  R u l e s ,  I n t e r n a l  R u l e s ,  S y s t e m  P o l i c i e s ,  S y s t e m  
A d m i n i s t r a t i v e  P r o c e d u r e s ,  a n d  U n i v e r s i t y  P o l i c i e s  a n d  P r o c e d u r e s .  H e  i s  
r e s p o n s i b l e  f o r  d e f i n i n g  a n d  a t t a i n i n g  t h e  m i s s i o n  a n d  g o a l s  o f  t h e  i n s t i t u t i o n  
a n d  r e p r e s e n t i n g  t h e  U n i v e r s i t y  t o  i t s  v a r i o u s  p u b l i c s  a n d  c o n s t i t u e n c i e s .  
T h e  p r e s i d e n t  i s  a s s i s t e d  i n  h i s  d u t i e s  a n d  r e s p o n s i b i l i t i e s  b y  f o u r  v i c e  
p r e s i d e n t s :  
V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
T h e  v i c e  p r e s i d e n t  i s  r e s p o n s i b l e  t o  t h e  p r e s i d e n t  f o r  i n s t r u c t i o n ,  c u r r i c u l u m  
a n d  t h e  f a u l t y .  T h i s  i n c l u d e s  r e s p o n s i b i l i t y  f o r  t h e  e x a m i n a t i o n  o f  c u r r i c u l a r  
o f f e r i n g s ,  t h e  s t a f f i n g  o f  a l l  t h e  e d u c a t i o n a l  p r o g r a m s  a n d  r e c o m m e n d i n g  b u d g e t  
a l l o c a t i o n s  f o r  a l l  t h e  e d u c a t i o n a l  p r o g r a m s .  A c a d e m i c  p r o g r a m s  a n d  
a d m i n i s t r a t i v e  u n i t s  r e p o r t i n g  t o  t h e  v i c e  p r e s i d e n t  i n c l u d e  t h e  f o u r  a c a d e m i c  
d i v i s i o n s ,  l i b r a r y ,  c o n t i n u i n g  e d u c a t i o n  a n d  c o m m u n i t y  s e r v i c e s ,  s u m m e r  
s e s s i o n s ,  g r a d u a t e  s t u d i e s ,  t h e  s c i e n c e  c e n t e r ,  a n d  a f f i r m a t i v e  a c t i o n .  D r .  
R o l a n d  B a r d e n ,  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s ,  O w e n s  2 0 5 ,  p h o n e  2 3 6 - 2 7 6 5 .  
V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  
T h e  v i c e  p r e s i d e n t  i s  r e s p o n s i b l e  t o  t h e  p r e s i d e n t  f o r  l e a d e r s h i p  a n d  m a n a g e m e n t  
i n  a r e a s  o f  l o n g - r a n g e  p l a n n i n g  f o r  t h e  c a m p u s ,  m a n a g e m e n t  o f  b u i l d i n g s  a n d  
f a c i l i t i e s ,  v e h i c l e s ,  b o o k s t o r e ,  d e l i v e r y / r e c e i v i n g ,  p a r k i n g ,  s a f e t y  a n d  
s e c u r i t y  o f  l i f e  a n d  p r o p e r t y ,  t e l e p h o n e  a n d  p o s t a l  s e r v i c e s ,  c o m p u t e r  s e r v i c e s ,  
h u m a n  r e s o u r c e s ,  a n d  a l l  b u s i n e s s  a n d  f i n a n c i a l  o p e r a t i o n s  o f  t h e  u n i v e r s i t y .  
J o h n  M c C u n e ,  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 6 ,  p h o n e  
2 3 6 - 2 0 7 0 .  
V i c e  P r e s i d e n t  f o r  P u b l i c  A f f a i r s  
T h e  v i c e  p r e s i d e n t  i s  r e s p o n s i b l e  t o  t h e  p r e s i d e n t  f o r  t h e  A l u m n i  O f f i c e ,  
D e v e l o p m e n t / f u n d  R a i s i n g  O f f i c e ,  N e w s  S e r v i c e ,  M a r k e t i n g ,  P u b l i c a t i o n s ,  
I n t e r n a t i o n a l  P r o g r a m s ,  M S U  F o u n d a t i o n  a n d  t h e  P r i n t  S h o p .  R o n  M a t t h i e s ,  
I n t e r i m  V i c e  P r e s i d e n t  f o r  P u b l i c  A f f a i r s ,  O w e n s  2 0 7 ,  p h o n e  2 3 6 - 3 2 8 7 .  
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Vice President for Student Affairs 
The vice president reports to the president of the university and has overall 
responsibility for student development and life on the university campus. 
Specific departments that report to the vice president include Admissions, 
Counseling, Financial Aid, Housing and Security, Career and Placement Services, 
Dean of Student Development, Health Center, Intercollegiate Athletics, Student 
Union and Food Services. The vice president also has programmatic 
responsibility for the New Student Orientation, Minority Student Affairs, 
Disabled Student Services, Campus Discipline, International Student Program, 
Student Activities/Organizations, enrollment management, the Women's Center and 
Cultural Diversity. The vice president serves as contract coordinator/ 
administrator for MSUAASF and is advisor to the Student Senate. Dr. Ronald 
Kopita, Vice President for Student Affairs, Owens 107D, phone 236-2673. 
Academic Deans 
As administrative head of a division, the dean plays a leading role in the 
development of the academic program. The dean is responsible for the faculty of 
the division and reports to the vice president for academic affairs. The dean, 
with the assistance of department chairpersons and program directors, 
coordinates the assignment of classroom space, prepares class schedules, 
develops recruiting procedures and is responsible for budget preparation and 
control. The dean also prepares recommendations on faculty appointments, 
salaries, promotions, and retention. 
Department Chairpersons and Program Directors 
These individuals serve as the administrative coordinators of their academic 
programs and working closely with their faculty, provide leadership in the 
development of other policies and procedures. They are responsible for the 
efficient management of their programs. (M&C 5/15/92] 
AFFIRMATIVE ACTION ASSURANCE 
Affirmative Action assurance is more than a lawful requirement. It demonstrates 
the sincere commitment of the University to assure that all people are included 
in the diversity that makes Moorhead State University an exciting place. 
Moorhead State believes in equality to all people in admissions, employment and 
service regardless of race, religion, color, creed, veteran ' s status, national 
or~g~n. sex, sexual orientation/affectional preference, age, marital status, 
physical and mental disability, status due to receipt of public assistance, or 
any other group or class against which discrimination is prohibited. 
Moorhead State University complies with federal anti-discriminatory laws not 
only because it's required, but because Moorhead State's guiding principles rest 
in the belief that all persons are vital and contributing members of the 
University community. 
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M o o r h e a d  S t a t e  U n i v e r s i t y  d o e s  n o t  d i s c r i m i n a t e  a g a i n s t  a n y  g r o u p  o r  c l a s s  
a g a i n s t  w h i c h  d i s c r i m i n a t i o n  i s  p r o h i b i t e d  b y  T i t l e  V I  o r  V I I  o f  t h e  C i v i l  
R i g h t s  A c t  o f  1 9 6 4 ,  T i t l e  I X  o f  t h e  E d u c a t i o n  A m e n d m e n t  o f  1 9 7 2 ,  M i n n e s o t a  
S t a t u t e s  C h a p t e r  3 6 3 ,  a n d  o t h e r  a p p l i c a b l e  f e d e r a l ,  s t a t e  o r  l o c a l  l a w s  o r  
e x e c u t i v e  o r d e r s .  
I n q u i r i e s  c o n c e r n i n g  a p p l i c a t i o n  o f  t h i s  p o l i c y  s h o u l d  b e  d i r e c t e d  t o  B a r b a r a  
S e i l e r ,  A f f i r m a t i v e  A c t i o n  O f f i c e r ,  M o o r h e a d  S t a t e  U n i v e r s i t y ,  M o o r h e a d ,  M N  
5 6 5 6 3 ,  t e l e p h o n e  ( 2 1 8 )  2 3 6 - 2 2 2 9 .  [ M & C  5 / 1 5 / 9 2 ]  
A U D I O V I S U A L  A N D  T E L E V I S I O N  S E R V I C E  C E N T E R S  
S e r v i c e s  a v a i l a b l e  t o  f a c u l t y  m e m b e r s  i n c l u d e  ( 1 )  r e n t a l  o f  i n s t r u c t i o n a l  f i l m s  
f r o m  a  v a r i e t y  o f  s o u r c e s ;  ( 2 )  b o o k i n g  o f  f i l m s  f r o m  t h e  T r i - C o l l e g e  U n i v e r s i t y  
F i l m  L i b r a r y ;  ( 3 )  a u d i o v i s u a l  e q u i p m e n t  l o a n  a n d  r e p a i r ;  ( 4 )  p r o d u c t i o n  o f  
s l i d e s ,  t r a n s p a r e n c i e s ,  p o s t e r s ,  s i g n s ,  p h o t o g r a p h s  a n d  o t h e r  v i d e o - t a p e  
p r o d u c t i o n  a n d  c a m p u s - w i d e  C C T V  d i s t r i b u t i o n  o f  v i d e o t a p e d  p r e s e n t a t i o n s .  
A  g u i d e  t o  M e d i a  S e r v i c e s  a n d  a  T r i - C o l l e g e  U n i v e r s i t y  F i l m  L i b r a r y  C a t a l o g  i s  
p u b l i s h e d  a n n u a l l y  a n d  i s  a v a i l a b l e  a t  t h e  A V  S e r v i c e  C e n t e r .  F o r  a d d i t i o n a l  
i n f o r m a t i o n  c o n c e r n i n g  A V  S e r v i c e s  c a l l  2 3 6 - 2 2 9 5 ;  f o r  i n f o r m a t i o n  c o n c e r n i n g  
t e l e v i s i o n  s e r v i c e s  c a l l  2 3 6 - 2 2 3 3 .  ( M & C  5 / 1 5 / 9 2 ]  
C A R E E R  A N D  P L A C E M E N T  S E R V I C E S  
C a r e e r  a n d  P l a c e m e n t  S e r v i c e  a v a i l a b l e  t o  a l l  s t u d e n t s  a n d  a l u m n i  a t  n o  c o s t  
i n c l u d e  c a r e e r  a d v i s i n g  a n d  p l a n n i n g ,  j o b  s e a r c h  c o u n s e l i n g ,  i n t e r n s h i p  
i n f o r m a t i o n ,  i n t e r v i e w ,  r e s u m e  a n d  j o b  s e a r c h  w o r k s h o p s ;  l e t t e r  a n d  r e s u m e  
c r i t i q u e s ;  a n d ,  u s e  o f  r e s o u r c e  r o o m  m a t e r i a l s .  S e n i o r s  a r e  e n c o u r a g e d  t o  
r e g i s t e r  w i t h  t h e  o f f i c e  t h r e e  q u a r t e r s  p r i o r  t o  g r a d u a t i o n  i n  o r d e r  t o  r e c e i v e  
t h e  v a c a n c y  l i s t s ,  i n t e r v i e w  o n  c a m p u s  w i t h  s c h e d u l e d  e m p l o y e r s  a n d  c r e a t e  a  
r e f e r e n c e  ( c r e d e n t i a l )  f i l e .  I n  o r d e r  t o  r e c e i v e  t h e s e  s e r v i c e s  a t  n o  c o s t ,  o n e  
m u s t  c o m p l e t e  t h e  a p p r o p r i a t e  f o r m s  a n d  r e t u r n  t h e m  t o  C a r e e r  a n d  P l a c e m e n t  
S e r v i c e s  p r i o r  t o  g r a d u a t i o n .  T h o s e  r e g i s t e r i n g  a f t e r  t h e  d a t e  o f  t h e i r  
g r a d u a t i o n  a n d  a l u m n i  a r e  c h a r g e d  a  $ 2 5  a n n u a l  r e g i s t r a t i o n  f e e  f o r  t h e s e  
s e r v i c e s .  A d d i t i o n a l  f e e s  a r e  c h a r g e d  w h e n  m o r e  t h a n  1 0  s e t s  o f  c r e d e n t i a l s  
h a v e  b e e n  p r e p a r e d  i n  o n e  s e r v i c e  y e a r  a n d  w h e n  c r e d e n t i a l s  a r e  r e q u e s t e d  f r o m  
a n  i n a c t i v e  f i l e .  C o m s t o c k  M e m o r i a l  U n i o n  1 1 0 ,  p h o n e  2 3 6 - 2 1 3 1 .  ( M & C  5 / 1 5 / 9 2 ]  
C O M P U T E R  S E R V I C E S  
T h e  C o m p u t e r  C e n t e r  i s  l o c a t e d  o n  t h e  s e c o n d  f l o o r  o f  L i v i n g s t o n  L o r d  L i b r a r y  
a n d  p r o v i d e s  c o m p u t e r  s e r v i c e  t o  t h e  c a m p u s .  S e r v i c e s  i n c l u d e  d a t a  e n t r y ,  
s y s t e m  d e s i g n  a n d  p r o g r a m m i n g ,  i n d i v i d u a l  a n d  g r o u p  t r a i n i n g ,  t e s t  g e n e r a t i o n  
a n d  s c o r i n g ,  c o m p u t e r  i n s t a l l a t i o n  a n d  r e p a i r ,  a n d  s t a t i s t i c a l  a n a l y s i s .  
C o m p u t e r  l a b s  a r e  l o c a t e d  i n  v a r i o u s  c a m p u s  b u i l d i n g s .  C a m p u s  c o m p u t e r  
e q u i p m e n t  i n c l u d e  m i c r o c o m p u t e r s ,  w o r k s t a t i o n s ,  m i n i c o m p u t e r s  a n d  a c c e s s  t o  
m a i n f r a m e  a n d  s u p e r c o m p u t e r s .  B i t N e t  a n d  T e l n e t  e l e c t r o n i c  m a i l  s e r v i c e  i s  
a v a i l a b l e  t o  f a c u l t y .  U s e  o f  t h e  e q u i p m e n t  i s  r e s t r i c t e d  t o  M o o r h e a d  S t a t e  
U n i v e r s i t y  f a c u l t y ,  s t a f f  a n d  s t u d e n t s .  F a c u l t y ,  s t a f f  a n d  s t u d e n t s  a r e  
e l i g i b l e  t o  p u r c h a s e  c o m p u t e r s  f r o m  A p p l e ,  I B M  a n d  Z e n i t h .  F o r  a d d i t i o n a l  
i n f o r m a t i o n ,  p l e a s e  c a l l  t h e  C o m p u t e r  S e r v i c e  C e n t e r  a t  2 3 6 - 2 6 0 3 .  [ M & C  5 / 1 5 / 9 2 ]  
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COUNSELING AND PERSONAL GROVTH CENTER 
The services of the Center include individual counseling (personal, social, 
vocational and academic), interaction groups, testing, and vocational planning. 
In addition, the Center maintains a very complete and up-to-date occupational 
library in cooperation with the Placement Office. The guidance services of the 
Center are available at no charge (except for specific individual tests) to all 
Moorhead State University students. The Center is located on the first floor of 
Flora Frick Hall. 
The Center maintains a staff of student tutors, selected in cooperation with the 
academic departments, to provide tutorial services to students referred to the 
Center by faculty, or who come to the Center of their own volition. 
Counselors with special responsibilities for Minority Student Affairs, and for 
implementation of 504 legislation (handicapped and learning disabled services) 
are also associated with the Center. For additional information call 236-2227. 
[M&C 5/15/92] 
MOORHEAD STATE UNIVERSITY FOUNDATION 
Incorporated in 1970, the Foundation serves as the umbrella for all development, 
fund raising and alumni programs of the university. Headed by a 24 member board 
comprised of business and professional leaders, faculty, administration, alumni, 
the Foundation coordinates all MSU fund raising and acknowledgment of gifts and 
grants. Its primary goal is scholarship contributions. [M&C 5/15/92] 
LIBRARY SERVICES 
The library staff encourages an active and continuing exchange between library 
and classroom faculty. Classroom instruction in the use of library materials 
will be presented upon request. Books are circulated to faculty members on a 
quarterly renewal basis. Periodicals are circulated to faculty members for short 
periods upon request. Interlibrary loan cooperation in the Tri-College 
University Library Consortium and MINITEX, the state library network, make the 
collections of other libraries readily available. 
Materials may be selected and purchased through an allocation made annually to 
each department. Material requests should be submitted through the departmental 
representative on the approved order form. Books may be placed in the reserve 
book collection by filling out a form available at the circulation desk. The 
Guide to Media Services, published annually, includes detailed information about 
these and other library services. A copy is available upon request at the 
circulation desk. For more information about library services call 236-2922. 
[M&C 5/15/92] 
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O N - C A M P U S  M E D I A  
C a m p u s  N e w s  i s  a  t e l e v i s i o n  p r o g r a m  p r o d u c e d  w e e k l y  d u r i n g  t h e  a c a d e m i c  y e a r  
o f f e r i n g  s t u d e n t s  a n  o p p o r t u n i t y  t o  l e a r n  a b o u t  t e l e v i s i o n  n e w s  w r i t i n g ,  
r e p o r t i n g ,  p h o t o g r a p h y ,  e d i t i n g  a n d  p r o d u c i n g .  T h e  p r o g r a m  i s  b r o a d c a s t  e a c h  
w e e k  o n  P r a i r i e  P u b l i c  T e l e v i s i o n  a n d  f e a t u r e s  r e p o r t s  f r o m  M o o r h e a d  S t a t e  a n d  
f r o m  u n i v e r s i t i e s  a r o u n d  t h e  c o u n t r y .  F o r  d e t a i l s  c o n t a c t  t h e  M a s s  
C o m m u n i c a t i o n s  D e p a r t m e n t  a t  2 3 6 - 2 9 8 3 .  
K . M S C ,  6 5 0  A M ,  i s  t h e  u n i v e r s i t y ' s  s t u d e n t  m a n a g e d  a n d  o p e r a t e d  r a d i o  s t a t i o n  
o f f e r i n g  a  v a r i e t y  o f  m u s i c ,  n e w s  a n d  p u b l i c  a f f a i r s  p r o g r a m m i n g .  H a n d s - o n  
e x p e r i e n c e  i s  p r o v i d e d  i n  v i r t u a l l y  a l l  f a c e t s  o f  r a d i o ,  i n c l u d i n g  p r o g r a m m i n g ,  
s c i l . l e s ,  e n g i n e e r i n g ,  m a n a g e m e n t  a n d  o n - a i r  w o r k .  S t u d i o s  a r e  l o c a t e d  o n  t h e  
l o w e r  l e v e l  o f  C o m s t o c k  M e m o r i a l  U n i o n .  F o r  a d d i t i o n a l  i n f o r m a t i o n  c a l l  
2 3 6 - 2 1 1 6 .  ( M & C  5 / 1 5 / 9 2 ]  
N E V  C E N T E R  F O R  M U L T I D I S C I P L I N A R Y  S T U D I E S  
T h e  N e w  C e n t e r ,  a  t w o - y e a r  p r o g r a m  o f  m u l t i d i s c i p l i n a r y  s t u d i e s ,  p r o v i d e s  a n  
a l t e r n a t i v e  e x p e ' r i e n c e  o f  h i g h e r  e d u c a t i o n  f o r  M S U  s t u d e n t s ,  a n d  i s  e s p e c i a l l y  
h e l p f u l  t o  s t u d e n t s  w h o  a r e  u n c l e a r  a b o u t  t h e i r  e d u c a t i o n a l  o r  c a r e e r  o b j e c t i v e s  
o r  w h o  n e e d  r e m e d i a l  a s s i s t a n c e .  T h e  c u r r i c u l u m  f o c u s e s  o n  v a l u e s  
c l a r i f i c a t i o n ,  g o a l - s e t t i n g  s t r a t e g i e s ,  a s s e s s m e n t  a n d  e v a l u a t i o n  s k i l l s ,  a n d  
d e c i s i o n - m a k i n g  t e c h n i q u e s .  T h e s e  p r o c e d u r e s  a r e  p r a c t i c e d  i n  c o u r s e s  t h a t  a r e  
p r o b l e m  o r  i s s u e - o r i e n t e d .  T h e  N e w  C e n t e r ,  h o u s e d  i n  M u r r a y  C o m m o n s ,  i s  o p e n  t o  
a n y o n e  w h o  h a s  a  h i g h  s c h o o l  d i p l o m a  o r  G E D  c e r t i f i c a t e  a n d  w h o  c a n  b e n e f i t  f r o m  
t h e  p r o g r a m ,  b u t  e n r o l l m e n t  i s  l i m i t e d .  F o r  m o r e  i n f o r m a t i o n  c a l l  2 3 6 - 2 9 5 4 .  
[ M & C  5 / 1 5 / 9 2 ]  
P H Y S I C A L  P L A N T  
T h e  o p e r a t i o n s  o f  t h e  . P h y s i c a l  P l a n t  a r e  u n d e r  t h e  D i r e c t o r  o f  F a c i l i t i e s  
M a n a g e m e n t  a n d  i n c l u d e  t h e  m a i n t e n a n c e  a n d  r e p a i r  o f  e x i s t i n g  b u i l d i n g s ,  s y s t e m s  
a n d  g r o u n d s ,  i s s u a n c e  o f  k e y s ,  a d m i n i s t r a t i o n  o f  t h e  p a r k i n g  r u l e s  a n d  
r e g u l a t i o n s ,  e n e r g y  c o n s e r v a t i o n ,  m o t o r  p o o l ,  s a f e t y ,  a n d  s e c u r i t y  o f  b u i l d i n g s  
a n d  s t a t e - o w n e d  p r o p e r t y .  ( M & C  5 / 1 5 / 9 2 ]  
P R I N T I N G  A N D  D U P L I C A T I O N  S E R V I C E S  
P r i n t i n g  a n d  d u p l i c a t i n g  s e r v i c e s ,  l o c a t e d  
g e n e r a l  s u p e r v i s i o n  o f  t h e  P r i n t i n g  M a n a g e r .  
n e x t  d a y ;  p r i n t i n g  s e r v i c e s  r e q u i r e  6 - 8  
i n f o r m a t i o n  c a l l  2 3 6 - 2 0 9 9 .  
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i n  F l o r a  F r i c k  1 5 3 ,  a r e  u n d e r  t h e  
D u p l i c a t i o n  s e r v i c e s  a r e  a v a i l a b l e  
w e e k s  p r o d u c t i o n .  F o r  a d d i t i o n a l  
( M & C  5 / 1 5 / 9 2 ]  
PUBLICATIONS 
University publications are coordinated through the Publications Office with 
other university offices and departments. The Publications Office approves and 
schedules the production of all university printed materials. Writing, editing, 
photographic and graphic design services are available through this office. 
Continews is the university's weekly newsletter published during the academic 
year. Supervised by the News Director, it informs the campus community about 
faculty, staff and student achievements and group events, as well as information 
and issues of general interest to the campus. News items must be submitted by 
Friday noon before the Wednesday publication, to the Publications Office, Box 
324 or Flora Frick 154. 
The Campus Directory, listing names, addresses and telephone numbers of 
students, faculty and staff, is published in the fall. The information for the 
Directory is duplicated from computer listings, therefore, students, faculty and 
staff are responsible for getting correct information to the Registrar's Office 
within four weeks of the fall quarter. If students do not wish to have their 
names included in the student directory, they must inform the Registrar's 
Office. 
Alumnews is the official publication of the MSU Alumni Affairs Office. It's sent 
quarterly to all alumni and friends of the University, and features alumni 
profiles, University accomplishments and events. It has a readership of over 
23,000. Contact the News Bureau Office for details. 
The Advocate is published on Thursdays during the academic year, except during 
final examination and vacation periods. The paper is student operated and 
generates 80 percent of its operating budget. The remaining 20 percent is 
provided by a subsidy from student activity fees. The newspaper has a 
circulation of 5,500 and is available to students and staff at no charge. The 
News Director serves as publisher and adviser. 
Staff Notes is a bi-monthly newsletter for the University's classified staff, 
featuring staff news, employee profiles, and other news of interest to the 
campus community. It is published by authorization of the Council on Staff 
Affairs. 
Red Weather is an annual 50+ page publication produced each spring that contains 
poetry and fiction submitted by MSU students, alumni and faculty. Red Weather 
is edited by students; advisers are Mark Vinz and Alan Davis, English 
Department. 
The News Bureau Office is charged with the responsibility of distributing 
university information to local, state and regional news media. The News Bureau 
reports about on-campus events, educational opportunities, faculty, staff and 
student accomplishments, academic programs, and other news of public interest. 
The News Service maintains a limited clipping service. It can assist faculty 
members in publicizing events and arranging for news conferences. Notice in 
advance is necessary for scheduling. [M&C 5/15/92] 
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C A M P U S  P U B L I C I T Y  
T h i s  p o l i c y  h a s  b e e n  e s t a b l i s h e d  t o  g i v e  M o o r h e a d  S t a t e  U n i v e r s i t y  s t u d e n t s ,  
f a c u l t y  a n d  r e c o g n i z e d  c a m p u s  o r g a n i z a t i o n s  g u i d e l i n e s  f o r  d i s t r i b u t i o n  a n d  
d i s p l a y  o f  l i t e r a t u r e  o n  c a m p u s .  F r e e d o m  o f  s p e e c h  i s  e n c o u r a g e d  a s s u m i n g  
c o m p l i a n c e  w i t h  b u i l d i n g  a n d  U n i v e r s i t y  p o l i c i e s .  T h e  s o u r c e  o f  a n y  p u b l i c i t y  
i n f o r m a t i o n  a n d  t h e  n a m e  o f  t h e  o r g a n i z a t i o n  m u s t  b e  s t a t e d  o n  a l l  p o s t e r s  o r  
o t h e r  p r i n t e d  m a t e r i a l .  T h e  o r g a n i z a t i o n  a n d  t h e  i n d i v i d u a l  s t u d e n t s  
p a r t i c i p a t i n g  a r e  h e l d  r e s p o n s i b l e  t o  e n s u r e  t h a t  t h e r e  i s  n o  j u s t i f i e d  
c o m p l a i n t  o n  t h e  g r o u n d s  o f  o b s c e n i t y  o r  l i b e l .  C o m m e r c i a l  a d v e r t i s i n g  i s  n o t  
p e r m i t t e d  w i t h o u t  p r i o r  a p p r o v a l  b y  t h e  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s .  
A l l  c a m p u s  p u b l i c i t y  m u s t  c o m p l y  w i t h  T i t l e  I X ,  A f f i r m a t i v e  A c t i o n  a n d  t h e  
A l c o h o l  M a r k e t i n g  p o l i c i e s .  
A c a d e m i c  B u i l d i n g s  
1 .  
N o  p u b l i c i t y  o r  l i t e r a t u r e  
P u b l i c i t y  o r  l i t e r a t u r e  o f  
c l a s s r o o m  b u l l e t i n  b o a r d s .  
w i l l  b e  a l l o w e d  o n  c l a s s r o o m  c h a l k b o a r d s .  
r e c o g n i z e d  o r g a n i z a t i o n s  m a y  b e  p l a c e d  o n  
2 .  P e r m i s s i o n  m u s t  b e  o b t a i n e d  f r o m  d e p a r t m e n t s  r e s p o n s i b l e  f o r  d e s i g n a t e d  
b o a r d s  b e f o r e  r e c o g n i z e d  o r g a n i z a t i o n s  m a y  p o s t  p u b l i c i t y .  M a t e r i a l s  m u s t  b e  
p o s t e d  w i t h  s u b s t a n c e s  w h i c h  w i l l  a l l o w  e a s y  r e m o v a l  o f  l i t e r a t u r e .  
3 .  P u b l i c i t y  w h i c h  c o m p l i e s  w i t h  t h e  C a m p u s  P u b l i c i t y  p o l i c y  m a y  b e  p l a c e d  o n  
u n d e s i g n a t e d  b u l l e t i n  b o a r d s .  
O t h e r  A r e a s  
1 .  P o l i c i e s  p e r t a i n i n g  t o  d i s t r i b u t i o n  o f  l i t e r a t u r e  f o r  b u i l d i n g s  o n  c a m p u s ,  
i . e . ,  C M U n i o n  a n d  t h e  r e s i d e n c e  h a l l s ,  m u s t  b e  f o l l o w e d  ( s e e  t h e  a p p r o p r i a t e  
d e p a r t m e n t  f o r  i n f o r m a t i o n ) .  
2 .  P l a c e m e n t  o f  p o r t a b l e  a n n o u n c e m e n t  b o a r d s  o n  c a m p u s  i s  p r o h i b i t e d .  
3 .  S p e c i a l  r e g u l a t i o n s  r e g a r d i n g  d i s t r i b u t i o n  o f  l i t e r a t u r e  t h a t  a p p l y  t o  
c a n d i d a t e s  f o r  S t u d e n t  S e n a t e  a r e  a v a i l a b l e  u p o n  r e q u e s t  a t  t h e  S t u d e n t  
S e n a t e  O f f i c e .  
4 .  T o  e n s u r e  a p p e a r a n c e  o f  c a m p u s  g r o u n d s ,  m a t e r i a l s  m a y  n o t  b e  a f f i x e d  t o  
t r e e s  i n  a n y  m a n n e r .  
5 .  P o s t i n g  m a t e r i a l s  o n  w a l l s  i n  o r  o u t s i d e  b u i l d i n g s  i s  n o t  p e r m i t t e d .  
B u l l e t i n  b o a r d s  a r e  a v a i l a b l e  i n  b u i l d i n g s  f o r  t h i s  p u r p o s e .  
6 .  A n y  v e r b a l  p u b l i c i t y  s h o u l d  f o l l o w  t h e  g u i d e l i n e s  o f  t h e  p e r s o n a l  
s o l i c i t a t i o n  p o l i c y .  
7 .  A l l  i n d i v i d u a l s  o r  o r g a n i z a t i o n s  d i s t r i b u t i n g  p u b l i c i t y  w i l l  b e  h e l d  
r e s p o n s i b l e  f o r  c l e a n i n g  u p  a l l  l i t t e r  r e s u l t i n g  f r o m  d i s t r i b u t i o n .  
8 .  P e r m i s s i o n  m u s t  b e  o b t a i n e d  f r o m  t h e  S t u d e n t  O r g a n i z a t i o n  D e v e l o p m e n t  C e n t e r  
b e f o r e  d i s t r i b u t i o n  o f  p u b l i c i t y  a t  U n i v e r s i t y - w i d e  e v e n t s ,  r e g i s t r a t i o n  o r  
b i l l  p a y m e n t  l i n e  i s  p e r m i t t e d .  
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Procedure for Enforcement 
If a violation of the policy occurs, the Coordinator of Student Organizations or 
his/her chosen representative shall contact the group or individual in violation 
and request the publicity be discontinued. (M&C 5/15/92) 
SCHEDULING SERVICES 
Scheduling Services in Library 201 provides scheduling services and campus 
publicity for meetings, conferences, and special events. Services include 
reservations and set-up for meeting rooms, banquets, luncheons, ballroom, ball 
games, auditoriums, swimming pool, and outside areas. For more information, 
call the scheduling office, 236-2586. (M&C 5/15/92) 
STUDENT SENATE 
The Student Senate is the principle agency for student input in developing the 
university's policies. As elected student representatives, the senate is a 
liaison to the university president regarding concerns and interests on issues 
affecting MSU students. Recommendations pertaining to student issues are made by 
the Senate to the University president. The Senate has 21 voting members; 18 
student senators, a president, vice-president, and treasurer. Both senatorial 
and officer terms are one year in length. 
The MSU Student Senate is a member of the Minnesota State University Student 
Association. MSUSA is the recognized student voice to the State University 
Board. The MSUSA is made up of the student governing bodies of each of the state 
universities. The organization works to protect student interests in the state, 
and lobbies at the state legislature. 
Senate meetings are held every Monday at 4:30 p.m. in the Senate Chambers, 
Comstock Memorial Union, Room 205. A public hearing is held during each meeting, 
allowing anyone to address the senate about any concern, complaint, or idea. The 
Vice President for Student Affairs serves as advisor to the Student Senate. 
For more information contact the Senate Office, 
236-2106. 
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CMU 204, phone 236-2150 or 
[M&C 5/15/92] 
T R I - C O L L E G E  U N I V E R S I T Y  
M S U  b e l o n g s  t o  a  c o o p e r a t i v e  a r r a n g e m e n t  w i t h  C o n c o r d i a  C o l l e g e  ( M o o r h e a d )  a n d  
N o r t h  D a k o t a  S t a t e  U n i v e r s i t y  ( F a r g o )  t h r o u g h  w h i c h  s t u d e n t s  m a y  t a k e  c o u r s e s  a t  
t h e  o t h e r  c o l l e g e s  w i t h o u t  p a y i n g  a n y  a d d i t i o n a l  t u i t i o n  o r  f e e s .  A t  C o n c o r d i a ,  
a n  M S U  s t u d e n t  m a y  t a k e  o n e  c o u r s e  p e r  t e r m  i f  t h a t  c o u r s e  i s  n o t  o f f e r e d  a t  
M o o r h e a d  S t a t e .  A t  N D S U  s t u d e n t s  m a y  t a k e  a s  m a n y  c o u r s e s  e a c h  t e r m  a s  n e e d e d  t o  
s a t i s f y  c o v e r e d  p r o g r a m s  o r  c o u r s e s  n o t  o f f e r e d  a t  M S U .  
T r i - C o l l e g e  a l s o  o f f e r s  r e g u l a r  b u s  s e r v i c e  a m o n g  t h e  t h r e e  c a m p u s e s  a s  w e l l  a s  
r e c i p r o c a l  p a r k i n g  p r i v i l e g e s .  A  c o m p r e h e n s i v e  c o o p e r a t i v e  a r r a n g e m e n t  a m o n g  t h e  
l i b r a r i e s  g i v e s  s t u d e n t s  a n d  f a c u l t y  d i r e c t  a c c e s s  t o  t h e  r e s o u r c e s  o f  a l l  t h r e e  
l i b r a r i e s .  T h e  T r i - C o l l e g e  U n i v e r s i t y  a l s o  s p o n s o r s  a  C e n t e r  f o r  E n v i r o n m e n t a l  
S t u d i e s  a n d  a n  E c o n o m i c  E d u c a t i o n  C e n t e r .  O n e  m a y  e a r n  a  m a s t e r ' s  o r  s p e c i a l i s t  
d e g r e e  i n  e d u c a t i o n a l  a d m i n i s t r a t i o n  t h r o u g h  t h e  T r i - C o l l e g e  U n i v e r s i t y  ( s e e  
G r a d u a t e  B u l l e t i n ) .  T h e  T r i - C o l l e g e  U n i v e r s i t y  o f f i c e  i s  l o c a t e d  a t  N o r t h  
D a k o t a  S t a t e  U n i v e r s i t y ,  3 0 6  C e r e s  H a l l ,  p h o n e  2 3 6 - 2 8 4 4 .  [ M & C  5 / 1 5 / 9 2 ]  
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ACADEMIC ADVISING 
The purpose of the MSU Academic Advising Program is to help individual students 
realize the maximum educational benefits available to them at MSU. 
The functions of academic advising include: 
1. Providing students with information on policies, procedures and programs of 
the university. 
2. Assisting students in choosing educational and 
commensurate with their interests and abilities and 
possible consequences of their choices. 
career objectives 
in exploring the 
3. Making students aware of the support services and other educational 
resources that may be pertinent to their educational objectives at this 
University. 
This process requires constructive, individualized relationships between 
students and qualified members of the academic community (often assisted by 
student advisors), who can and will provide the time and atmosphere conducive to 
extensive discussion of the above and related areas. 
All advisors are expected to provide time sufficient for their advisees to be 
able to see them with reasonable ease and frequency. Office hours should be 
posted. Special arrangements should be made for Advising Week (the week 
preceding pre-registration). 
Specific official duties of all advisors included in the basic responsibilities 
listed above include: 
1. Approving and signing the student's quarterly advisor approval form and all 
program changes. 
2. Reviewing the student's progress toward completion of liberal arts and major 
course requirements, including reviewing the student's total transcript sent 
(with a copy for the student) to the advisor each quarter. 
3. Approving and signing the student's application for graduation; and keeping 
adequate records. 
Each quarter all advisors receive the following from the Registrar's Office or 
the Office of Academic Affairs: 
1. A list of current advisees (the advisor should check this list and notify 
the Registrar's Office of any changes or discrepancies with his own 
records). 
2. Two copies of transcripts for all advisees, including one for the student. 
3. Copies of notices of • subject to suspension • status sent to students who 
will be suspended at the end of the current quarter unless they fulfill 
specified GPA requirements. 
4. Advising forms and other materials and information. 
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I n  a d d i t i o n ,  a d v i s o r s  a r e  s e n t  c o p i e s  o f  a n  " a u d i t  t r a n s c r i p t , "  l i s t i n g  a l l  
l i b e r a l  a r t s  c o m p l e t e d  f o r  e a c h  s t u d e n t  w h o  h a s  c o m p l e t e d  a t  l e a s t  1 3 5  c r e d i t s .  
T h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  i s  r e s p o n s i b l e  f o r  t h e  o f f i c i a l  a p p o i n t m e n t  o f  
f a c u l t y  a n d  s t u d e n t  a d v i s o r s  a n d  t h e i r  o r i e n t a t i o n  a n d  t r a i n i n g ;  f o r  a s s i s t i n g  
a d v i s o r s  i n  a l l  a p p r o p r i a t e  w a y s ,  i n c l u d i n g  c o o r d i n a t i n g  u n i v e r s i t y  s u p p o r t  
s e r v i c e s  a s  t h e y  a p p l y  t o  a c a d e m i c  a d v i s i n g ;  a n d  f o r  s u p e r v i s i n g  a n d  e v a l u a t i n g  
M S U ' s  A c a d e m i c  A d v i s i n g  P r o g r a m .  T h e  A s s i s t a n t  t o  t h e  V i c e  P r e s i d e n t  f o r  
A c a d e m i c  A f f a i r s ,  i n  c o o p e r a t i o n  w i t h  f a c u l t y  a d v i s o r s ,  d e a n s ,  c h a i r p e r s o n s ,  
R e g i s t r a r  a n d  o t h e r  c o n c e r n e d  a d m i n i s t r a t i v e  o f f i c e r s ,  i s  s p e c i f i c a l l y  c h a r g e d  
w i t h  t h i s  r e s p o n s i b i l i t y .  
A  u n i v e r s i t y  c o m m i t t e e  o n  a c a d e m i c  a d v i s i n g  m e e t s  r e g u l a r l y  t o  r e v i e w  t h e  
p r o g r a m ,  s u g g e s t  i m p r o v e m e n t s ,  a n d  a s s i s t  i n  i m p l e m e n t i n g  a d v i s i n g  p o l i c i e s .  
I f  a d v i s o r s  o f  u p p e r - c l a s s  s t u d e n t s  l e a v e  t h e  U n i v e r s i t y  o r  a r e  u n a b l e  t o  
c o n t i n u e  t h i s  f u n c t i o n ,  t h e  d e p a r t m e n t  c h a i r p e r s o n  r e a s s i g n s  t h e  a d v i s e e  a n d  
n o t i f i e s  t h e  R e g i s t r a r  o f  t h e  c h a n g e .  A n  u p p e r - c l a s s  s t u d e n t  w h o  c h a n g e s  
h i s / h e r  m a j o r  a n d / o r  a d v i s o r  c o n t a c t s  t h e  c h a i r p e r s o n  o f  t h e  n e w  m a j o r  
d e p a r t m e n t  ( o r  t h e  A s s i s t a n t  t o  t h e  V i c e  P r e s i d e n t  i n  c a s e  o f  u n d e c l a r e d  
s t u d e n t s )  t o  o b t a i n  t h e  n e w  a d v i s o r ' s  n a m e  a n d  r e t u r n s  t h e  c o m p l e t e d  f o r m  t o  t h e  
R e g i s t r a r .  T h e  R e g i s t r a r  n o t i f i e s  t h e  f o r m e r  a d v i s o r  o f  t h e  c h a n g e  a n d  t h e  
f o r m e r  a d v i s o r  f o r w a r d s  t h e  s t u d e n t ' s  f i l e  t o  t h e  n e w  a d v i s o r .  
A d v i s i n g  W e e k  i s  h e l d  t h e  w e e k  p r i o r  t o  p r e - r e g i s t r a t i o n  e a c h  q u a r t e r .  S t u d e n t s  
a r e  s t r o n g l y  u r g e d  t o  s e e  t h e i r  a d v i s o r s  d u r i n g  t h i s  w e e k ,  a n d  a d v i s o r s  s h o u l d  
t h e n  a r r a n g e  e x p a n d e d  o p p o r t u n i t i e s  t o  s e e  s t u d e n t s .  
A t  r e g i s t r a t i o n ,  s t u d e n t s  a r e  r e q u i r e d  t o  p r e s e n t  a d v i s o r  a p p r o v a l  c a r d s  s i g n e d  
b y  t h e i r  a d v i s o r s  e a c h  q u a r t e r .  T h e  c a r d s  a r e  c o l l e c t e d  a t  p r e - r e g i s t r a t i o n  a n d  
r e t u r n e d  t o  t h e  a d v i s o r .  F o r g e d  s i g n a t u r e s  s h o u l d  b e  r e p o r t e d  t o  A c a d e m i c  
A f f a i r s .  
F a c u l t y  A d v i s i n g  o f  M S U  F r e s h m e n  
T h e  f a c u l t y  a d v i s o r  f r e q u e n t l y  p r o v i d e s  t h e  m o s t  s i g n i f i c a n t  c o n t a c t  a  f r e s h m a n  
h a s  w i t h  t h e  M S U  a c a d e m i c  e x p e r i e n c e .  T h e  r e l a t i o n s h i p  b e t w e e n  s t u d e n t  a n d  
a d v i s o r  i s  o f  t r e m e n d o u s  p o t e n t i a l  i m p o r t a n c e  t o  t h e  s t u d e n t ' s  i n t e l l e c t u a l  a n d  
p e r s o n a l  d e v e l o p m e n t  a n d  t o  t h e  U n i v e r s i t y ' s  f u l f i l l m e n t  o f  i t s  a c a d e m i c  
m i s s i o n .  I t s  e f f e c t  o n  s t u d e n t  a t t r i t i o n  a n d  r e t e n t i o n  i s  a l s o  o f  g r e a t  
p r a c t i c a l  i m p o r t a n c e  t o  t h e  s t u d e n t  a n d  t o  M S U .  
A  r e a l  e f f o r t  t o  b e  a v a i l a b l e  t o  a d v i s e e s ,  a  c o n s c i e n t i o u s  o b s e r v a n c e  o f  t h e  
a d v i s i n g  s c h e d u l e ,  f u l l  u s e  o f  t h e  s t a n d a r d  i n t e r v i e w  a n d  t h e  r e f e r r a l  s e r v i c e ,  
a n d  s t u d e n t  a d v i s o r ·  a s s i s t a n c e  c a n  r e s u l t  i n  e x c e l l e n t  a d v i s i n g .  
F r e s h m a n  a d v i s o r s  a r e  n o m i n a t e d  b y  d e p a r t m e n t s  a n d  a p p o i n t e d  b y  t h e  V i c e  
P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s .  F r e s h m e n  w h o  h a v e  d e c l a r e d  m a j o r s  i n  p a r t i c u l a r  
d e p a r t m e n t s  a r e  a s s i g n e d  a d v i s o r s  f r o m  t h o s e  d e p a r t m e n t s .  F r e s h m a n  a d v i s e e s  m a y  
b e  r e a s s i g n e d  b y  t h e  c h a i r p e r s o n  o f  t h e  m a j o r  d e p a r t m e n t  d u r i n g  t h e  S p r i n g  
Q u a r t e r  o f  t h e i r  s o p h o m o r e ,  j u n i o r  a n d  s e n i o r  y e a r s .  I n  m o s t  d e p a r t m e n t s ,  
s t u d e n t s  k e e p  t h e i r  o r i g i n a l  a d v i s o r  u n t i l  t h e y  g r a d u a t e .  
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Freshmen who have not declared majors (Undeclared) are assigned to specifically 
selected faculty members who have volunteered for this service. "Undeclared" 
assignments and changes are made by the Assistant to the Vice President for 
Academic Affairs. 
The MSU Student Advisor Program 
The Student Advisor Program at Moorhead State University, begun in 1971, offers 
assistance to students, particularly freshmen and new transfers, in making the 
best use of the academic opportunities and the various services offered by the 
university. The plan supplements and expands faculty advising and counseling 
services. Student advisors are employees of the Office of Academic Affairs; the 
program is administered by the Assistant to the Vice President. 
Of the 45 students selected annually, about 26 are assigned to work primarily in 
their major departments, about 10 are employed as undeclared freshman advisors, 
and about 8 are transfer advisors. 
All student advisors' duties include summer advance registration of about 1,400 
new entering freshmen and transfers, assistance to freshman faculty advisors in 
maintaining contact with their advisees, individual and group meetings with 
advisees, and maintenance of the SA Information Center and Office. 
Departmental student advisors may also be asked to assist majors and minors in 
their departments, to participate in department meetings and advise departmental 
clubs. Student advisors are expected to help in all university academic projects 
and programs. 
For additional information call 236-2282. [M&C 5/15/92] 
ACADEMIC APPEALS 
A student seeking to waive a graduation requirement or similar academic policy 
should see one of the following to determine the procedure if an appeal is 
necessary: Assistant to the Vice President for Academic Affairs, Registrar, or 
the appropriate Dean. 
The student completes an appeal form including a faculty advisor's statement and 
signature and submits the form to the Office of Academic Affairs. The Committee 
on Academic Appeals reviews the appeal and submits a recommendation to the Vice 
President for Academic Affairs, who will make the final decision to approve or 
deny the appeal. A student who is not satisfied with the decision of the Vice 
President may submit a written appeal to the President of the University. (See 
also page 29, 1989-90 Student Handbook) [M&C 5/15/92] 
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A D D I N G  A N D  D R O P P I N G  C O U R S E S  
T h r e e  s t a g e s :  
1 .  F i r s t  t h r e e  c l a s s  d a y s - - c h a n g e s  o f  a n y  k i n d  w i t h  n o  e x t r a  c h a r g e ,  a n d  
t u i t i o n  r e f u n d  i f  n u m b e r  o f  c r e d i t  h o u r s  i s  r e d u c e d .  A  n i g h t  c l a s s  m a y  b e  
d r o p p e d  w i t h  r e f u n d  i f  t h e  d r o p  t a k e s  p l a c e  b e f o r e  t h e  s e c o n d  c l a s s  m e e t i n g .  
2 .  S e c o n d  w e e k  o f  q u a r t e r - - d r o p  o r  a d d  p o s s i b l e ,  b u t  t u i t i o n  f e e s  w i l l  n o t  b e  
r e d u c e d  i f  c r e d i t s  a r e  d e c r e a s e d .  A  $ 5 . 0 0  f e e  f o r  m o s t  c h a n g e s .  
3 .  V i t h d r a w a l s  a f t e r  s e c o n d  w e e k - - o n  o r  b e f o r e  t h e  3 0 t h  d a y  o f  c l a s s e s  ( t h a t .  
i s ,  a t  t h e  e n d  o f  t h e  s i x t h  w e e k  o f  c l a s s e s ) .  
D u r i n g  t h e  f i r s t  t h r e e  d a y s  c h a n g e s  m a y  b e  m a d e  a t  t h e  o n - l i n e  r e g i s t r a t i o n  
s i t e .  A f t e r  t h a t ,  s t u d e n t s  n e e d  a  " p i n k  s l i p "  f r o m  t h e  R e g i s t r a r ' s  O f f i c e  a n d  
t h e  s i g n a t u r e  o f  t h e  i n s t r u c t o r  f o r  e a c h  c o u r s e  a d d e d  o r  d r o p p e d .  [ M & C  5 / 1 5 / 9 2 ]  
A R R A N G E D  C L A S S  P E R M I T S  
T h e s e  f o r m s  ( a v a i l a b l e  i n  t h e  R e g i s t r a r ' s  O f f i c e  a n d  f r o m  m o s t  d e p a r t m e n t  
s e c r e t a r i e s )  a r e  t o  b e  u s e d  f o r  e i t h e r  ( 1 )  m a k i n g  s p e c i a l  a r r a n g e m e n t s  w i t h  
s t u d e n t s  f o r  c l a s s e s  n o t  a s s i g n e d  s p e c i f i c  r o o m s ,  c r e d i t  h o u r s ,  a n d / o r  t i m e s  
( m a r k e d  *  o n  c o u r s e  s c h e d u l e )  o r  ( 2 )  p e r m i t t i n g  s t u d e n t  t o  e n t e r  a  c l a s s  t h a t  i s  
o f f i c i a l l y  f i l l e d .  [ M & C  5 / 1 5 / 9 2 ]  
A U D I T I N G  C O U R S E S  
A  s t u d e n t  w h o  w i s h e s  t o  a u d i t  a  c o u r s e  ( i . e .  a t t e n d  w i t h o u t  s e e k i n g  c r e d i t )  m u s t  
b e  a d m i t t e d  t o  t h e  U n i v e r s i t y ,  r e g i s t e r  f o r  t h e  c o u r s e ,  a n d  p a y  f u l l  t u i t i o n  a n d  
f e e s .  A n  " a u d i t "  s t u d e n t  m a y  a t t e n d  a l l  c l a s s  s e s s i o n s  b u t  i s  n o t  r e q u i r e d  t o  
c o m p l e t e  a s s i g n m e n t s  o r  p r o j e c t s ,  p a r t i c i p a t e  i n  d i s c u s s i o n s ,  t a k e  e x a m i n a t i o n s ,  
o r  m e e t  o t h e r  r e q u i r e m e n t s .  A  s t u d e n t  m a y  d e c l a r e  t h e  i n t e n t  t o  a u d i t  a  c o u r s e  
b y  s u b m i t t i n g  a  C o u r s e  A u d i t  f o r m  s i g n e d  b y  t h e  i n s t r u c t o r  w i t h i n  t h e  f i r s t  t e n  
c l a s s  d a y s  o f  a  q u a r t e r  o r  b y  n o t i f y i n g  t h e  i n s t r u c t o r  a t  t h e  t i m e  o f  
~egistration i n  a n  e v e n i n g  c l a s s ,  w o r k s h o p ,  o r  o f f - c a m p u s  c o u r s e .  A  s t u d e n t  m a y  
n o t  r e c e i v e  c r e d i t  f o r  a u d i t i n g  a  c o u r s e  e x c e p t  b y  r e - e n r o l l m e n t  f o r  c r e d i t  a n d  
s u c c e s s f u l  c o m p l e t i o n  o f  t h e  c o u r s e  i n  a  s u b s e q u e n t  q u a r t e r .  A n  e n t r y  o f  " V "  i s  
m a d e  o n  t h e  s t u d e n t ' s  p e r m a n e n t  a c a d e m i c  r e c o r d  w h e n  a  c o u r s e  i s  a u d i t e d  w i t h o u t  
c r e d i t .  [ M & C  5 / 1 5 / 9 2 ]  
C H A N G E  O F  G R A D E  
A n y  c h a n g e  o f  a  g r a d e  o n  t h e  o f f i c i a l  g r a d e  r e p o r t  m u s t  b e  m a d e  b y  t h e  
i n s t r u c t o r  w h o  s h o u l d  s u b m i t  a  c h a n g e  o f  g r a d e  f o r m  t o  t h e  a p p r o p r i a t e  A c a d e m i c  
D e a n .  S e e  a l s o  G r a d e  A p p e a l  P r o c e d u r e .  [ M & C  5 / 1 5 / 9 2 ]  
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CHEATING IN THE CLASSROOM 
Course instructors should take all reasonable measures to prevent academic 
dishonesty. Vhen the instructor has convincing evidence of cheating, including 
plagiarism, the following actions may be taken: 
1. Assign a failing grade to the paper, examination, report, etc., on which the 
student cheated. 
2. Assign a failing grade for the course in which the student cheated. 
In either case he/she must inform the student and, may, but is not required to, 
report the offense and his/her action to any or all of the following: the 
Registrar, the faculty dean, the Vice President for Academic Affairs, and the 
Vice President for Student Services. If the offense is reported, the student 
must simultaneously be notified. 
If the instructor feels the seriousness of the offense warrants a more severe 
penalty, or if he/she believes it is appropriate to do so for any other reason, 
the incident may be reported to the Student Conduct Committee through the Vice 
President for Student Services. 
The instructor's report should be in writing and be accompanied by evidence. 
After its study of the case, the Student Conduct Committee may take disciplinary 
action, including suspension or expulsion from the University. 
Any student who has been accused of cheating has the right to appeal to his/her 
advisor, the department chairperson, the faculty dean, the Vice President for 
Academic Affairs and, ultimately, to the President of the University. 
CLASS LISTS 
Three class lists are sent from the Registrar's 
chairpersons for distribution to faculty each quarter. 
available on microcomputer disks. 
Preliminary List: prior· to first week of classes 
(M&C 5/15/92] 
Office to department 
Class lists are also 
Second List (after additions and drops): third week of classes 
Final List (for reporting grades): prior to final exams. (M&C 5/15/92] 
CLASS PERIODS 
The first class period of each class day (Monday through Friday) during the 
regular academic year begins at 7:00 a.m. and ends at 7:50 a.m. The second class 
period begins at 8:00 a.m. Classes continue throughout the day until the end of 
the tenth class period at 4:50 p.m. Any class which begins at 4:00 p.m. or later 
is considered an evening class. Many other classes are scheduled at various 
times in the evenings. The summer session class schedule varies somewhat from 
that of the academic year (see Summer Bulletin). (M&C 5/15/92] 
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C O N F I D E N T I A L  R E C O R D S  
C o n f i d e n t i a l  i n f o r m a t i o n  a b o u t  s t u d e n t s  a t  M o o r h e a d  S t a t e  U n i v e r s i t y  i s  
m a i n t a i n e d  i n  s e v e r a l  o f f i c e s .  S u c h  r e p o r t s  a r e  o n  f i l e  o n l y  w h e n  s t u d e n t s  h a v e  
u t i l i z e d  t h e  s e r v i c e s  o f  s u c h  o f f i c e s  a n d  a r e  s o l e l y  f o r  t h e  p u r p o s e s  o f  
m a i n t a i n i n g  e s s e n t i a l  r e c o r d s ,  p r o v i d i n g  r e q u i r e d  r e p o r t s  t o  g o v e r n m e n t a l  
a g e n c i e s ,  a n d  f u r n i s h i n g  s e r v i c e s  t o  s t u d e n t s .  
S t u d e n t s  a r e  e n t i t l e d  t o  e x a m i n e  t h e i r  o w n  p e r s o n a l  r e c o r d s  w i t h  t h e  e x c e p t i o n  
o f  m e d i c a l  r e c o r d s ,  c o n f i d e n t i a l  r e c o m m e n d a t i o n s  s u b m i t t e d  b y  o t h e r  p e r s o n s  
p r i o r  t o  J a n u a r y  1 ,  1 9 7 5 ,  a n d  p a r e n t a l  f i n a n c i a l  i n f o r m a t i o n  s u b m i t t e d  p r i o r  t o  
J a n u a r y  1 ,  1 9 7 4 ,  w h e n  d i s c l o s u r e  h a s  b e e n  s p e c i f i c a l l y  r e s t r i c t e d  b y  p a r e n t s .  
R e c o r d s  w i l l  n o t  b e  r e l e a s e d  t o  o t h e r  p e r s o n s  w i t h o u t  p e r m i s s i o n  f r o m  t h e  
s t u d e n t  e x c e p t  t o  t h o s e  o f f i c i a l s  o r  a g e n c i e s  w i t h  s p e c i f i c  l e g a l  a u t h o r i z a t i o n .  
S t u d e n t s  m a y  w i t h h o l d  e i t h e r  o r  b o t h  o f  t h e  f o l l o w i n g  c a t e g o r i e s  o f  i n f o r m a t i o n  
f r o m  p u b l i c  u s e  b y  s u b m i t t i n g  r e q u e s t s  t o  t h e  R e c o r d s  O f f i c e  n o  l a t e r  t h a n  t h e  
t e n t h  c l a s s  d a y  o f  e a c h  q u a r t e r :  ( a )  n a m e ,  a d d r e s s e s ,  t e l e p h o n e ;  ( b )  d a t e s  
a t t e n d e d ,  c l a s s  l e v e l ,  m a j o r s  o r  m i n o r s ,  d e g r e e s ,  a c a d e m i c  h o n o r s ,  h i g h  s c h o o l .  
B e c a u s e  t h e  e n t i r e  c a t e g o r y  w i l l  b e  w i t h h e l d  i n  a l l  c i r c u m s t a n c e s ,  s t u d e n t s  a r e  
c a u t i o n e d  t o  c o n s i d e r  p o s s i b l e  i n c o n v e n i e n c e s .  
R e q u e s t s  t o  e x a m i n e  r e c o r d s  a n d  t o  c o r r e c t  i n a c c u r a t e  o r  i n a p p r o p r i a t e  e n t r i e s  
s h o u l d  b e  m a d e  t o  o f f i c e r s  o f  t h e  U n i v e r s i t y  w h o  a r e  r e s p o n s i b l e  f o r  r e c o r d s  i n  
t h e  o f f i c e s  l i s t e d  b e l o w :  
A d m i s s i o n s  - D i r e c t o r  o f  A d m i s s i o n s  
B u s i n e s s  - B u s i n e s s  M a n a g e r  
C o u n s e l i n g  - D i r e c t o r  o f  C o u n s e l i n g  S e r v i c e s  
F i n a n c i a l  A i d  - D i r e c t o r  o f  F i n a n c i a l  A i d  
G r a d u a t e  S t u d i e s  - D e a n  o f  G r a d u a t e  S t u d i e s  
H e a l t h  S e r v i c e s  - S u p e r v i s o r  o f  H e a l t h  S e r v i c e s  
H o u s i n g  - D i r e c t o r  o f  H o u s i n g  
I n t e r n a t i o n a l  S t u d e n t s  - I n t e r n a t i o n a l  S t u d e n t  A d v i s o r  
P l a c e m e n t  - D i r e c t o r  o f  P l a c e m e n t  
R e c o r d s  - R e g i s t r a r  
V e t e r a n s  A f f a i r s  - D i r e c t o r  o f  C o m p u t e r  S e r v i c e s  
A p p e a l s  o f  d e c i s i o n s  b y  o f f i c e r s  l i s t e d  a b o v e  m a y  b e  m a d e  t o  t h e  r e s p e c t i v e  v i c e  
p r e s i d e n t s  t o  w h o m  t h o s e  o f f i c e r s  a r e  r e s p o n s i b l e .  A  v i c e  p r e s i d e n t  m a y  a s s i g n  
s u c h  a p p e a l s  t o  d e s i g n a t e d  c o m m i t t e e s .  
T h e  d e c i s i o n  o f  a  v i c e  p r e s i d e n t  m a y  b e  a p p e a l e d  t o  t h e  U n i v e r s i t y  P r e s i d e n t  i n  
c o m p l i a n c e  w i t h  s t a t e  a n d  f e d e r a l  r e g u l a t i o n s  a p p l i c a b l e  t o  c o n t e s t e d  r e c o r d s  
i n c i u d i n g  t h e  o p p o r t u n i t y  f o r  a  f u l l  a n d  i m p a r t i a l  h e a r i n g .  
R e a s o n a b l e  c h a r g e s  m a y  b e  m a d e  f o r  r e p r o d u c t i o n  o f  r e c o r d s .  C o p i e s  o f  p l a c e m e n t  
r e c o r d s  a r e  a v a i l a b l e  a s  f o l l o w s :  a c t i v e  f i l e  - f i r s t  t e n  f r e e ,  $ . 5 0  t h e r e a f t e r ;  
i n a c t i v e  f i l e  - $ 3 . 0 0  e a c h .  T r a n s c r i p t s  o f  a c a d e m i c  r e c o r d s  a r e  f r e e ,  b u t  
s p e c i a l  j u s t i f i c a t i o n  i s  r e q u i r e d  f o r  m o r e  t h a n  t w o  t r a n s c r i p t s  a t  a n y  o n e  t i m e .  
[ M & C  5 / 1 5 / 9 2 )  
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CONTINUING EDUCATION 
The mission of the State University System refers to "extended education," and 
the Moorhead State mission statement refers to "learners all their lives." MSU 
goal number 6 is "Provide services to the region through appropriate outreach 
programs." Continuing Education is designed to help departments provide this 
part of the mission statement. A variety of courses, short courses, workshops 
and other curricula are offered in our service region in order to meet the needs 
of our constituents. 
Constituents' needs may include regular curriculum classes for adults seeking 
degrees, in-service education for professionals or civic leaders in the region, 
or enrichment opportunities for citizens of the community. It is important that 
offerings be appropriate for university sponsorship in terms of content and 
rigor. 
Often Continuing Education offerings serve university needs by providing an 
effective means for organizing and approving courses and workshops when it is 
important to move quickly, because the opportunity is current. Continuing 
Education offerings require academic approval, but do not go through the 
curriculum development and review process that permanent parts of the curriculum 
do. In order for Moorhead State to be known as an institution which is on top 
of new trends in the professions, workshops or conferences about those trends 
are important, but seldom is there time for APAC scrutiny. If the content of 
the course or workshop should become part of the permanent curriculum, then it 
will follow the usual channels for approval. In addition to new trends, other 
kinds of opportunities may be used to advantage, such as a visiting artist, or a 
specific request from professional groups, local companies or community 
organizations. 
POLICIES 
Eligible Curricula 
Any off-campus course offering, credit or non-credit, is done through Continuing 
Education. 
On-campus Continuing Education courses should not compete with regular 
departmental course offerings. Departmental allocations should support normal 
departmental course offerings, while faculty salaries for off-campus courses and 
for appropriate on-campus offerings are paid from the Continuing Education 
budget. 
There are two special cases which are exceptions to this policy. External 
Studies Saturday packaged courses are courses from the regular curriculum which 
are taught in this particular format for students who meet the criteria. The 
Human Relations courses, Ed 408 and 409, are another special case, because the 
audience for these courses is not the regular student body. 
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N u m b e r i n g  C o n t i n u i n g  E d u c a t i o n  C o u r s e s  a n d  W o r k s h o p s  
I n  o r d e r  t o  d i f f e r e n t i a t e  d e p a r t m e n t a l  o f f e r i n g s  f r o m  C o n t i n u i n g  E d u c a t i o n  
o n - c a m p u s  o f f e r i n g s ,  C o n t i n u i n g  E d u c a t i o n  c o u r s e s  c a r r y  n u m b e r s  e n d i n g  i n  8 9 ,  
s u c h  a s  1 8 9 ,  2 8 9 ,  3 8 9  o r  4 8 9 ,  a n d  w o r k s h o p s  c a r r y  n u m b e r s  e n d i n g  i n  9 9 .  B e c a u s e  
o f  t h i s  p r a c t i c e ,  a d v i s o r s  r e a d i n g  t r a n s c r i p t s  c a n  i d e n t i f y  C o n t i n u i n g  E d u c a t i o n  
c o u r s e s ,  w h i c h  i n  n e a r l y  a l l  c a s e s  h a v e  n o t  b e e n  s u b j e c t  t o  A P A C  o r  L i b e r a l  A r t s  
c o m m i t t e e  r e v i e w ,  h a v i n g  f o l l o w e d  a  f a s t e r  d e p a r t m e n t a l  a n d  d e a n  a p p r o v a l  
p r o c e s s .  
C o n t a c t  H o u r s  
F o r  c o u r s e s ,  a t  l e a s t  1 0  c o n t a c t  h o u r s  p e r  c r e d i t  m u s t  b e  s c h e d u l e d .  
F o r  w o r k s h o p s ,  t h e  f o l l o w i n g  a p p l i e s :  
1 .  T h e r e  m u s t  b e  a  m i n i m u m  o f  1 2  c o n t a c t  h o u r s  p e r  c r e d i t  o f f e r e d .  
2 .  A  1  c r e d i t  w o r k s h o p  m u s t  n o t  t a k e  p l a c e  w i t h i n  a  s i n g l e  d a y .  
3 .  A  m a x i m u m  o f  2  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  o n e  c a l e n d a r  w e e k .  
4 .  A  m a x i m u m  o f  4  c r e d i t s  m a y  b e  o f f e r e d  w i t h i n  a  t w o  w e e k  p e r i o d .  
5 .  F o r  w o r k s h o p s ,  o r  c o u r s e s  i n  w o r k s h o p  f o r m a t ,  l a s t i n g  l o n g e r  t h a n  2  w e e k s ,  
t h e  1 0  h o u r s  p e r  c r e d i t  p o l i c y  a p p l i e s .  
W h a t  i s  t h e  d i f f e r e n c e  b e t w e e n  a  c o u r s e  a n d  a  w o r k s h o p ?  W h e n  i t  m e e t s  e v e r y  
w e e k ,  o n e  o r  m o r e  t i m e s  p e r  w e e k ,  o v e r  t h e  l e n g t h  o f  a  q u a r t e r ,  i t  i s  c l e a r l y  a  
c o u r s e .  W h e n  i t  m e e t s  t w o  S a t u r d a y s  f r o m  8 : 0 0 A . M .  t o  4 : 0 0 P . M . ,  i t  i s  c l e a r l y  
a  w o r k s h o p .  M a n y  v a r i a t i o n s  o f  f o r m a t  a r e  p o s s i b l e ,  a n d  s o m e t i m e s  i t  i s  u n c l e a r  
w h e t h e r  t h e  o f f e r i n g  i s  a  c o u r s e  o r  a  w o r k s h o p .  T h e r e  m u s t  b e  t i m e  f o r  s t u d e n t s  
t o  r e a d ,  r e f l e c t  a n d  a s s i m i l a t e  m a t e r i a l  b e t w e e n  c l a s s  s e s s i o n s  i n  o r d e r  t o  
s c h e d u l e  t h e  1 0  h o u r s  p e r  c r e d i t  o f  c o n t a c t  t i m e  t h a t  a  c o u r s e  r e q u i r e s .  W h e n  
m o r e  h a n d s - o n  a c t i v i t i e s  a r e  p l a n n e d  a n d  s o m e w h a t  l e s s  o u t s i d e - o f - c l a s s  s t u d y i n g  
i s  e x p e c t e d ,  t h e  1 2  h o u r s  p e r  c r e d i t  o f  c o n t a c t  t i m e  s h o u l d  b e  s c h e d u l e d .  
S a l a r i e s  
F a c u l t y  a r e  p a i d  a c c o r d i n g  t o  t h e  I F O  c o n t r a c t .  L o w  e n r o l l m e n t  i n  a  c l a s s  ( l e s s  
t h a n  1 5  s t u d e n t s )  m a y  r e q u i r e  c a n c e l l a t i o n  o f  t h e  c l a s s .  O c c a s i o n a l l y  i t  i s  
a d v a n t a g e o u s  t o  c o n t i n u e  t h e  c l a s s  w i t h  l o w  e n r o l l m e n t  a n d  p r o - r a t e  t h e  s a l a r y ,  
b a s e d  o n  t h e  n u m b e r  o f  r e g i s t r a t i o n s ,  d e p e n d e n t  o n  m u t u a l  a g r e e m e n t  b e t w e e n  t h e  
f a c u l t y  m e m b e r  a n d  t h e  D i r e c t o r  o f  C o n t i n u i n g  E d u c a t i o n .  
T h e  c o n t r a c t  d o e s  n o t  a d d r e s s  f a c u l t y  s a l a r y  f o r  n o n - c r e d i t  o f f e r i n g s ,  a n d  
m a r k e t  v a l u e  a p p l i e s  i n  t h e s e  s i t u a t i o n s .  
T h e  I F O  c o n t r a c t  s t i p u l a t e s  t h a t  f a c u l t y  s h o u l d  t e a c h  n o  m o r e  t h a n  8  c r e d i t s  o f  
o v e r l o a d  i n  a n  a c a d e m i c  y e a r ,  a n d  t h a t  t h o s e  h i r e d  a s  a d j u n c t  f a c u l t y  s h a l l  n o t  
t e a c h  m o r e  t h a n  1 4  c r e d i t s  i n  t h a t  s t a t u s  d u r i n g  a n  a c a d e m i c  y e a r .  
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Scheduling 
On campus credit-based Continuing Education courses must meet after 4:00 p.m. 
This requirement does not apply to off-campus offerings, to non-credit 
workshops, or to summer courses and workshops. 
Graduate Level Offerings 
Five hundred level courses should not be offered through Continuing Education, 
except under unusual circumstances. The recommendation of the appropriate 
academic dean is required. Graduate level courses may be offered through 
Continuing Education with 400 level numbers and a "g" designation. 
Service Region 
Off campus courses are not offered outside of Moorhead State's geographical area 
as identified by agreement with the other state universities. This is an 
informal agreement which avoids competition for students in areas which produce 
low enrollments. A map of this territory is in the Continuing Education office. 
On rare occasions we offer courses outside of MSU's area with the permission of 
the Continuing Education Director in the other area, and on rare occasions other 
state universities will offer courses in MSU' s area. Generally this is done 
when one university is offering a course that the other university does not 
offer or have faculty to teach. 
As a courtesy to community colleges we do not duplicate their course offerings 
in their location. 
Non-Credit Offerings 
Non-Credit offerings take a variety of forms, such as workshops, seminars, 
tours, etc. We can be quite flexible, but activities must meet MSU's academic 
standards and promote a positive institutional image. Scheduling may be 
independent of the quarter schedule. 
Costs to participants are based on expenses needed to conduct the course or 
workshop, such as presenter's fee, transportation and lodging for the presentor, 
refreshments provided, materials needed, administrative fees, etc. 
Administrative fees are usually $5.00 per person attending, although there can 
be exceptions to this. For instance, sometimes it is desirable to bring high 
school students on campus for the lowest possible cost because recruitment may 
be a fringe benefit. Other groups use larger than average amounts of university 
resources and ought to pay more than $5.00 per person. 
Budget 
A budget must be planned for non-credit offerings and for any credit offering 
which involves expenses over and above tuition. At the end of the workshop or 
course a budget report must be filed in the Continuing Education office. 
Budgets range from very simple and inexpensive to very complex and large, but 
they all require planning. 
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E v a l u a t i o n s  
M e t h o d s  o f  e v a l u a t i o n  w i l l  v a r y  w i t h  t h e  t y p e  o f  o f f e r i n g .  F a c u l t y  a n d  
d e p a r t m e n t s  s h o u l d  r e l y  o n  f o r m s  a n d  s t r a t e g i e s  a v a i l a b l e  t o  t h e m  f o r  
a p p r o p r i a t e  e v a l u a t i o n .  A t  t h e  e n d  o f  t h e  c o u r s e  o r  w o r k s h o p ,  t h e s e  e v a l u a t i o n s  
s h o u l d  b e  r e v i e w e d  b y  t h e  p r o p e r  p e o p l e  a n d  f i l e d  f o r  f u t u r e  r e f e r e n c e .  
P r o c e s s  F o r  P l a n n i n g  a n d  A p p r o v a l  o f  C o n t i n u i n g  E d u c a t i o n  O f f e r i n g s  
T h e  s a m e  p l a n n i n g  a n d  a p p r o v a l  
n o n - c r e d i t  c o u r s e s  a n d  w o r k s h o p s .  
b u t  t h e  p r o c e s s  i s  t h e  s a m e .  
p r o c e s s  i s  f o l l o w e d  f o r  b o t h  c r e d i t  a n d  
T h e  c r i t e r i a  f o r  a p p r o v a l  m a y  b e  d i f f e r e n t ,  
1 .  D i s c u s s i o n  a m o n g  i n t e r e s t e d  p a r t i e s  a s  t o  t h e  n e e d  a n d  d e s i r a b i l i t y  o f  a  
p a r t i c u l a r  o f f e r i n g  a n d  t h e  l o c a t i o n  a n d  t i m e  i t  m i g h t  b e  o f f e r e d .  T h o s e  
w h o  n e e d  t o  k n o w  o r  c o u l d  b e n e f i t  f r o m  k n o w i n g  a b o u t  t h e  p o s s i b i l i t i e s  u n d e r  
d i s c u s s i o n  i n c l u d e  f a c u l t y  m e m b e r s  w h o  m i g h t  t e a c h  s u c h  a  c o u r s e ,  t h e  c h a i r  
a n d  t h e  d e a n  o f  t h e  d e p a r t m e n t  i n v o l v e d ,  a n d  c o n s t i t u e n t s  w h o  m i g h t  t a k e  t h e  
c o u r s e  o r  w o r k s h o p .  T h e  p r e l i m i n a r y  c o u r s e  p r o p o s a l  f o r m  i s  u s e d  a t  t h i s  
t i m e .  
I t  i s  i m p o r t a n t  t o  b e  a w a r e  o f  w o r k l o a d  r e q u i r e m e n t s  e a r l y  i n  t h e  p l a n n i n g  
s t a g e s .  
2 .  W h e n  p r e l i m i n a r y  a p p r o v a l  h a s  b e e n  a c c o m p l i s h e d ,  t h e  f a c u l t y  m e m b e r  
c o m p l e t e s  a  c o u r s e  p r o p o s a l  f o r m ,  w h i c h  w e  r e f e r  t o  a s  a  W - 7 0  f o r m .  T h e  
i t e m s  o n  t h i s  f o r m  i n c l u d e ·  a  d e s c r i p t i o n  o f  t h e  c o u r s e ,  t h e  d a t e s ,  t i m e ,  
n u m b e r  o f  c r e d i t s ,  e t c .  W h e n  a p p r o v e d ,  t h i s  f o r m  s e r v e s  a s  a  c o n t r a c t ,  a n d  
i n f o r m a t i o n  f o r  p a y r o l l  f o r m s  i s  t a k e n  f r o m  t h e  W - 7 0  f o r m s .  I n  a d d i t i o n  t o  
t h i s ,  t h e  c l a s s  s c h e d u l e  i s  d o n e  f r o m  t h e  W - 7 0  f o r m s ,  a n d  d e a n s  a n d  
d e p a r t m e n t  c h a i r s  u s e  t h e i r  c o p i e s  f o r  k e e p i n g  r e c o r d s  o n  f a c u l t y  o v e r l o a d s  
a n d  a d j u n c t  f a c u l t y  l o a d s .  B e c a u s e  o f  t h i s ,  a  W - 7 0  f o r m  m u s t  b e  d o n e  f o r  
e a c h  c l a s s  t a u g h t ,  e v e n  i f  t h e  c o u r s e  h a s  b e e n  a p p r o v e d  s e v e r a l  t i m e s  b e f o r e  
a n d  ' e v e r y o n e  k n o w s  t h a t  a p p r o v a l  w i l l  b e  r o u t i n e .  
3 .  I f  t h e  i n s t r u c t o r  i s  n o t  a  m e m b e r  o f  t h e  M o o r h e a d  S t a t e  f a c u l t y ,  h e / s h e  m u s t  
c o m p l e t e  t h e  S t a n d a r d  F a c u l t y  A p p l i c a t i o n  f o r m ,  i n  a d d i t i o n  t o  t h e  W - 7 0  
f o r m .  
4 .  T h e  c o u r s e  p r o p o s a l  i s  r e v i e w e d  b y  a  d e p a r t m e n t a l  c o m m i t t e e .  T h i s  c o m m i t t e e  
c o n s i d e r s  w h e t h e r  o r  n o t  t h e  c o u r s e  i s  a p p r o p r i a t e  f o r  t h i s  u n i v e r s i t y  t o  
o f f e r ,  i f  t h e  c o n t e n t  i s  o f  s u f f i c i e n t  a c a d e m i c  r i g o r  a n d  q u a l i t y ,  a n d  i f  
t h e  c o n t e n t  w a r r a n t s  t h e  n u m b e r  o f  c r e d i t s  l i s t e d .  I f  t h e  i n s t r u c t o r  i s  
a d j u n c t  f a c u l t y ,  t h i s  c o m m i t t e e  m u s t  a l s o  r e v i e w  t h a t  p e r s o n ' s  
q u a l i f i c a t i o n s .  W h e n  t h e  c o u r s e  i s  a p p r o v e d ,  t h e  W - 7 0  f o r m  i s  s i g n e d  b y  t h e  
d e p a r t m e n t  c h a i r .  W h e n  t h e  c o u r s e  i s  n o t  a p p r o v e d ,  a  m e m o  m u s t  b e  a t t a c h e d  
t o  t h e  W - 7 0  f o r m  l i s t i n g  t h e  r e a s o n s  f o r  n o n - a p p r o v a l .  O c c a s i o n a l l y  t h e  
c h a i r  s i g n s  t h e  f o r m  w i t h o u t  c o n s u l t i n g  a  c o m m i t t e e  w h e n  t h e  c o u r s e  i s  
r o u t i n e  o r  w a s  a p p r o v e d  o n  p r e v i o u s  o c c a s i o n s .  
5 .  A f t e r  s i g n i n g  t h e  f o r m ,  t h e  d e p a r t m e n t  c h a i r  s e n d s  t h e  W - 7 0  f o r m  t o  t h e  
D i r e c t o r  o f  C o n t i n u i n g  E d u c a t i o n ,  w h o  f o r w a r d s  t h e  f o r m  t o  t h e  d e a n  o f  t h e  
a p p r o p r i a t e  a r e a .  I f  t h e  d e a n  a p p r o v e s ,  h e / s h e  s i g n s  i t  a n d  r e t u r n s  i t  t o  
t h e  D i r e c t o r  o f  C o n t i n u i n g  E d u c a t i o n .  I f  t h e  d e a n  d o e s  n o t  a p p r o v e  t h e  
c o u r s e ,  a  m e m o  o f  n o n - a p p r o v a l  i s  a t t a c h e d .  
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6. If the course carries graduate credit, the V-70 form is sent to the Dean of 
Graduate Studies for approval. If the dean approves the course, he/she 
signs it, and the form is returned to the Director of Continuing Education. 
If the graduate dean does not approve the course, notation of non-approval 
is attached. 
7. The V-70 is signed by the Director of Continuing Education. 
8. Copies of the V-70 are distributed to the faculty member, the department 
chair, the appropriate academic dean, and the Continuing Education office. 
9. Continuing Education publicizes courses and workshops in a quarterly class 
schedule. Occasionally additional promotion, such as flyers and leaflets, 
are disseminated. The schedule is taken from the V-70 forms, so only 
courses that have been approved and the V-70 filed in the Continuing 
Education office will be included. The schedule must be printed early in 
the quarter for distribution about mid-term so that students may plan for 
the next quarter. Course offerings that are not planned at least one 
quarter prior to the quarter they are taught cannot be well publicized. 
[M&C 5/15/92] 
COURSE OFFERINGS 
Schedules of courses to be offered are prepared by the departments, subject to 
approval by the faculty dean, and submitted to the Registrar. Course schedules 
for summer sessions are requested about December 1 by the Director of Summer 
Sessions. [M&C 5/15/92] 
CREDIT BY DEPARTMENTAL EXAMINATION 
(CHALLENGE OF MSU COURSES) 
A student may challenge a course at Moorhead State University through an 
examination for credit if (1) the course can be properly evaluated on the basis 
of such an examination, (2) the appropriate department gives its approval and 
(3) the required fee ($5 per credit sought) is paid in advance to the Business 
Office. The application form for challenge examinations is available in the 
Office of Academic Affairs. 
If the student receives 
record. If he/she fails 
not entered on his/her 
credit. 
a Pass grade, the credit is placed on his/her permanent 
the examination, the form is placed in his/her file but 
transcript. No student may repeat any examination for 
[M&C 5/15/92] 
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C U R R I C U L U M  D E V E L O P M E N T  
C h a n g e s  i n  t h e  c u r r i c u l u m  m a y  b e  p r o p o s e d  b y  i n d i v i d u a l  f a c u l t y  m e m b e r s ,  
s t u d e n t s ,  o r  a d m i n i s t r a t o r s ,  o r  b y  d e p a r t m e n t s  o r  c o m m i t t e e s .  T h e  r o u t e  f o r  s u c h  
c h a n g e s  i s  a s  f o l l o w s :  
1 .  P r o p o s a l  ( m o s t  n o r m a l l y  f r o m  a n  a c a d e m i c  d e p a r t m e n t )  t o  t h e  f a c u l t y  d e a n .  
2 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  d e a n  f r o m  w h o s e  a r e a  p r o p o s a l  o r i g i n a t e d .  
3 .  L i b e r a l  A r t s  C o m m i t t e e  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  a p p l i c a b l e .  
4 .  G r a d u a t e  C o u n c i l  r e v i e w  a n d  r e c o m m e n d a t i o n ,  i f  a p p l i c a b l e .  
5 .  R e v i e w  a n d  r e c o m m e n d a t i o n  b y  t h e  A c a d e m i c  P o l i c y  A d v i s o r y  C o u n c i l  ( A P A C ) .  
6 .  E x e c u t i v e  C o u n c i l  M S U F A  h a s  o p p o r t u n i t y  t o  e x e r c i s e  o p t i o n  o f  M e e t  a n d  
C o n f e r .  
7 .  R e v i e w  a n d  R e c o m m e n d a t i o n  b y  A d m i n i s t r a t i v e  A c a d e m i c  C o u n c i l  ( A A C ) .  
8 .  F i n a l  d e t e r m i n a t i o n  b y  t h e  P r e s i d e n t .  
F o r m s  f o r  n e w  c o u r s e  a n d  n e w  p r o g r a m  p r o p o s a l s  a r e  a v a i l a b l e  f r o m  t h e  A c a d e m i c  
A f f a i r s  O f f i c e .  ( M & C  5 / 1 5 / 9 2 ]  
E V E N I N G  C O U R S E S  
E a c h  e v e n i n g  c o u r s e  i s  r e q u i r e d  t o  m e e t  a t  i t s  r e g u l a r l y  s c h e d u l e d  t i m e s  
t h r o u g h o u t  t h e  q u a r t e r .  T h e  n o r m a l  n u m b e r  o f  m e e t i n g  t i m e s  i s  e l e v e n ,  b u t  u n d e r  
n o  c i r c u m s t a n c e s  m a y  a  c l a s s  m e e t  f e w e r  t h a n  t e n  t i m e s .  I f  t h e  u s u a l  d a y ( s )  o f  
t h e  w e e k  s c h e d u l e d  f o r  t h e  c o u r s e  c o r r e s p o n d  t o  a n y  d a y s  o f  t h e  " f i n a l  c l a s s  
s c h e d u l e , "  t h e  c o u r s e  m e e t s · d u r i n g  t h o s e  d a y s .  ( M & C  5 / 1 5 / 9 2 ]  
E X A M I N A T I O N S  
A l l  i n s t r u c t o r s  o f  c o u r s e s  a r e  e x p e c t e d  t o  e v a l u a t e  e f f e c t i v e l y  t h e  p e r f o r m a n c e  
o f  t h e  s t u d e n t s  i n  t h e i r  c l a s s e s .  H o w e v e r ,  t h e r e  m a y  b e  s o m e  c l a s s e s  w h e r e  
f o r m a l  e x a m i n a t i o n s  m a y  n o t  b e  a p p r o p r i a t e .  M a n y  f a c u l t y  m e m b e r s  g i v e  m a j o r  
e x a m i n a t i o n s  a t  a p p r o x i m a t e l y  t h e  m i d d l e  o f  e a c h  t e r m  a n d  a g a i n  a t  t h e  e n d  o f  
t h e  t e r m .  F i n a l  C l a s s  P e r i o d s  d u r i n g  t h e  l a s t  w e e k  o f  t h e  q u a r t e r  a r e  s c h e d u l e d  
b y  t h e  R e g i s t r a r  a n d  e a c h  o n e  m a y  l a s t  f o r  a s  l o n g  a s  t w o  h o u r s .  T h e s e  c l a s s  
p e r i o d s  m a y  n o t  b e  r e s c h e d u l e d  w i t h o u t  t h e  p e r m i s s i o n  o f  t h e  V i c e  P r e s i d e n t  f o r  
A c a d e m i c  A f f a i r s .  
A l l  i n s t r u c t o r s  a r e  e x p e c t e d  t o  u t i l i z e  t h e  F i n a l  C l a s s  S c h e d u l e  f o r  i t s  
i n t e n d e d  p u r p o s e ;  i . e . ,  f i n a l  e x a m i n a t i o n s  o r  o t h e r  a p p r o p r i a t e  c l a s s r o o m  
a c t i v i t y .  
S t u d e n t  r e q u e s t s  f o r  e a r l y  e x a m i n a t i o n s  d u r i n g  f i n a l  c l a s s  
r e f e r r e d  t o  t h e  a p p r o p r i a t e  d e a n  f o r  r e v i e w  a n d  a p p r o v a l .  
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s c h e d u l e  m u s t  b e  
[ M & C  5 / 1 5 / 9 2 ]  
EXTERNAL STUDIES 
External Studies students are people who generally cannot be on campus regularly 
during business hours and therefore need some extra help if they are to work on 
a bachelor's degree. Almost all of them are older than average students. 
Responsibilities such as jobs and families make going to college a little more 
difficult, as does living a distance from campus. External Studies advisors 
serve as a liaison with the campus for these students. Conventional students can 
stop by an office on campus and take care of problems as they come up, but 
students who can't be on campus during the day unless they take time off at work 
find it much more difficult to take care of such things, and little problems may 
become large problems. In addition, people who come to campus only when they 
have classes may not have the network of friends which helps supply information 
for traditional students. They can call an External Studies advisor, who may be 
able to solve the problem by contacting someone on campus for the student, or by 
advising the student who to contact and how to reach that person. 
By varying the delivery system, Moorhead State serves nontraditonal students who 
are working on a bachelors degree. Students take evening, Saturday and External 
Studies packaged courses, and sometimes daytime classes if they can arrange some 
flex time at work, or take a leave of absence. The same bachelors degrees 
awarded to conventional students are made available to students who might 
otherwise find college study unavailable to them for non-academic reasons. 
Not all majors are available through evening, Saturday or External Studies 
packaged courses, although a few can be done that way, and a number can be 
nearly completed without daytime classes. Many students find that they can do 
the more accessible kinds of courses for a time and then come on campus for a 
quarter or two or three of daytime classes. In other words, the program is not 
truly "external" as it is on some campuses, but many students find that doing a 
year or two or three of college "externally" is a great help. Part of a college 
education is the experience of a campus atmosphere and ambience, so it is 
important that students get some of that experience. 
Students who are not routinely on campus during business hours, who are probably 
moving at a slower pace, and who have substantial responsibilities off campus 
need a different kind of advising than conventional students. External Studies 
advising is done by mail and telephone, rather than when students drop in during 
office hours, because "dropping in" is very difficult to do. The slower pace 
requires a long-term plan, which means it is much more advantageous to have the 
plan on paper and (in some cases) signed or initialed. Because the plan is on 
paper and the students are adults, they are able to choose a quarterly class 
schedule by themselves, and may register without seeing an advisor at 
registration time, although many choose to call or come in when they register. 
Transcripts and registrations are monitored, and an annual review is done for 
all students in ExSt files, but not necessarily during registration ~eek. 
External Studies Packaged Courses 
External Studies packaged courses allow students to complete courses with little 
or no classroom attendance. The "package" students take home with them may 
include slides or tapes and a study guide in addition to the text book. Exams 
may be mailed to a suitable proctor or be the take-home variety. 
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P a c k a g e d  c o u r s e s  w o r k  w e l l  f o r  p e o p l e  w h o  l i v e  a  d i s t a n c e  a w a y  f r o m  c a m p u s ,  h a v e  
a  j o b  t h a t  r e q u i r e s  t r a v e l i n g ,  o r  w o r k  a l t e r n a t i n g  s h i f t s .  T h e y  h a v e  b e e n  a  
g r e a t  h e l p  t o  m a n y  s t u d e n t s ,  a l t h o u g h  s t u d e n t s  a l w a y s  s a y  t h a t  c o m i n g  t o  c l a s s  
i s  a  b e t t e r  w a y  t o  t a k e  a  c o u r s e .  
F a c u l t y  w h o  t e a c h  E x t e r n a l  S t u d i e s  c o u r s e s  a r e  p a i d  a c c o r d i n g  t o  t h e  I F O  
c o n t r a c t ,  w h i c h  s p e c i f i e s  $ 3 0 . 0 0  p e r  c r e d i t  p e r  s t u d e n t .  T h e  f a c u l t y  m e m b e r  i s  
r e s p o n s i b l e  f o r  p u t t i n g  t o g e t h e r  t h e  p a c k a g e  a n d  k e e p i n g  i t  u p  t o  d a t e .  
S t u d e n t s  p u r c h a s e  t h e  m a t e r i a l s  i n  t h e  b o o k s t o r e .  
S t u d e n t s  m a y  r e g i s t e r  f o r  a n  E x t e r n a l  S t u d i e s  p a c k a g e d  c o u r s e  a t  a n y  t i m e ,  a n d  
h a v e  o n e  y e a r  i n  w h i c h  t o  c o m p l e t e  i t ,  a l t h o u g h  c o m p l e t i o n  w i t h i n  t h e  q u a r t e r  o f  
r e g i s t r a t i o n  i s  e n c o u r a g e d .  A t  t h e  e n d  o f  t h e  f i r s t  q u a r t e r ,  i f  t h e  c o u r s e  h a s  
n o t  b e e n  f i n i s h e d ,  a  g r a d e  o f  " X "  i s  r e c o r d e d .  I f  n o t  f i n i s h e d  b y  t h e  e n d  o f  
t h e  s e c o n d  q u a r t e r ,  a n  " I "  r e p l a c e s  t h e  " X . "  I f  t h e  c o u r s e  i s  n o t  f i n i s h e d  a f t e r  
a  y e a r ,  t h e  g r a d e  b e c o m e s  a n  " F "  a n d  t h e  s t u d e n t  w o u l d  h a v e  t o  r e g i s t e r  o v e r  
a g a i n  i f  h e  o r  s h e  c h o o s e s  t o  f i n i s h  i t .  
M o r e  i n f o r m a t i o n  i s  a v a i l a b l e  i n  t h e  E x t e r n a l  S t u d i e s  o f f i c e .  
S a t u r d a y  P a c k a g e d  C o u r s e s  
E v e r y  q u a r t e r ,  a  g r o u p  o f  t h e  E x t e r n a l  S t u d i e s  p a c k a g e d  c o u r s e s  i s  o f f e r e d  w i t h  
f i v e  S a t u r d a y  m e e t i n g s  a d d e d  t o  t h e  p a c k a g e  o f  m a t e r i a l s .  T h i s  p r o v i d e s  s o m e  
c o n t a c t  w i t h  t h e  i n s t r u c t o r  a n d  s o m e  g r o u p  d i s c u s s i o n  o r  a c t i v i t i e s  f o r  
s t u d e n t s ,  a n d  i s  a  g r e a t  i m p r o v e m e n t  o v e r  d o i n g  a l l  o f  t h e  c o u r s e  w i t h o u t  
i n t e r a c t i o n .  A  c l a s s  w i t h  t h e  f u l l  n u m b e r  o f  c o n t a c t  h o u r s  i n  b e t t e r  y e t ,  b u t  
t h i s  i s  a  g o o d  c o m p r o m i s e .  
F a c u l t y  w h o  t e a c h  S a t u r d a y  E x t e r n a l  S t u d i e s  p a c k a g e d  c o u r s e s  a r e  p a i d  t h r o u g h  
C o n t i n u i n g  E d u c a t i o n ,  t y p i c a l l y  a s  a n  o v e r l o a d  t e a c h i n g  a s s i g n m e n t  a c c o r d i n g  t o  
t h e  c o n t r a c t .  
F a c u l t y  w h o  t e a c h  E x t e r n a l  S t u d i e s  c l a s s e s  s h o u l d  i n c l u d e  e v a l u a t i o n  o f  t h e i r  
w o r k  w i t h  t h e s e  c o u r s e s  w h e n  t h e y  c a r r y  o u t  t h e  e v a l u a t i o n  p r o c e s s  d e s c r i b e d  b y  
t h e  c o n t r a c t .  
C r e d i t  F o r  P r i o r  L e a r n i n g  
S t u d e n t s  m a y  a p p l y  f o r  c r e d i t s  f o r  c o l l e g e - l e v e l  p r i o r  l e a r n i n g .  S u c h  l e a r n i n g  
m u s t  b e  d o c u m e n t e d  a n d  t h e n  e v a l u a t e d  b y  a  M o o r h e a d  S t a t e  f a c u l t y  m e m b e r  w h o  h a s  
e x p e r t i s e  i n  t h a t  a r e a .  D o c u m e n t a t i o n  m a y  b e  a  p o r t f o l i o ,  a n  o r a l  i n t e r v i e w  o r  
e x a m ,  a  p a p e r  a n d  p e n c i l  t e s t ,  a  p r o d u c t  s u c h  a s  a  w o r k  o f  a r t ,  o r  a  
d e m o n s t r a t i o n  o r  p e r f o r m a n c e .  W h e n  t h i s  p r o c e s s  i s  s a t i s f a c t o r i l y  c o m p l e t e d ,  
t h e  c r e d i t s  a r e  r e c o r d e d  o n  t h e  s t u d e n t ' s  t r a n s c r i p t  a s  " E x t e r n a l  S t u d i e s  F i e l d  
E x p e r i e n c e "  w i t h  a n  " S "  g r a d e .  
S t u d e n t s  p a y  a  f e e  o f  $ 1 5 . 0 0  p e r  c r e d i t  a p p l i e d  f o r .  F a c u l t y  a r e  p a i d  $ 1 2 . 5 0  
p e r  c r e d i t  f o r  e v a l u a t i n g  c r e d i t s  f o r  p r i o r  l e a r n i n g .  
F u r t h e r  i n f o r m a t i o n  a n d  t h e  f o r m s  u s e d  f o r  a p p l i c a t i o n  f o r  c r e d i t  f o r  p r i o r  
l e a r n i n g  a r e  a v a i l a b l e  i n  t h e  E x t e r n a l  S t u d i e s  o f f i c e .  [ M & C  5 / 1 5 / 9 2 ]  
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FACULTY-AUTHORED TEXTS 
According to Minnesota Law, faculty members who have published books may not 
designate such books as required texts, without the written permission of the 
appropriate faculty dean. (M&C 5/15/92] 
FINAL TERM GRADES 
Final class lists will be sent to the instructors approximately one week prior 
to final examinations. Final grades are expected in the Registrar ' s Office at 3 
p.m. on the last duty day of the quarter (listed on calendar). It is imperative 
that all grades be in on time to include them in grade reports to students. 
Passing grades include A, B, C, and D. For a failure the grade of "F" is used. 
(M&C 5/15/92] 
GRADE APPEAL GUIDELINES FOR ACADEMIC COURSES 
In appeals of an academic judgement, only the following conditions will be 
considered as legitimate bases for an appeal: capr1c1ousness, prejudice, 
discrimination, and error. Appeals of grades involve an unusually sensitive and 
complex area for both students and faculty. For example, while a student has a 
right to expect thoughtful, non-capricious grading, it must be recognized that 
varied standards and individual approaches to grading validly exist within any 
college faculty. Borderline cases are especially difficult for clear-cut 
judgement by the instructor, and acceptance by the student. Appeals should be 
carefully considered by the student before submission of the Grade Appeal Form 
to the Dean. 
The grade appeal process (see below) must be initiated by the student prior to 
the close of week four of the following Quarter. 
The Grade Appeal Process 
1. The informal steps: 
a. The student will discuss the issue with the instructor. If the matter 
is not satisfactorily resolved, then 
b. The student will discuss the 
department offering the course. 
resolved, then 
issue with the chairperson of the 
If the matter is not satisfactorily 
c. The student will discuss the issue with the dean in whose division the 
course was offered. The dean will verify that discussions have taken 
place with the instructor and chairperson. If the matter cannot be 
resolved satisfactorily at the dean's level, the student may choose to 
file a formal appeal. 
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2 .  T h e  f o r m a l  s t e p s :  
a .  I f  t h e  s t u d e n t  c h o o s e s  t o  f i l e  a  f o r m a l  a p p e a l ,  h e / s h e  w i l l  c o m p l e t e  t h e  
C o u r s e  G r a d e  A p p e a l  f o r m  ( a v a i l a b l e  f r o m  t h e  d e a n )  a n d  s u b m i t  i t  t o  t h e  
d e a n .  A  c o p y  w i l l  b e  g i v e n  t o  t h e  s t u d e n t  a n d  a n o t h e r  c o p y  w i l l  b e  s e n t  
i m m e d i a t e l y  t o  t h e  i n s t r u c t o r .  
b .  T h e  d e a n  w i l l  a p p o i n t  a  d i v i s i o n a l  a d  h o c  c o m m i t t e e  c o m p o s e d  o f  o n e  
f a c u l t y  m e m b e r  o f  t h e  a c a d e m i c  d e p a r t m e n t  o f f e r i n g  t h e  c o u r s e  ( t h e  c h a i r  
o f  t h a t  d e p a r t m e n t  w i l l  b e  c o n s u l t e d ) ,  t w o  f a c u l t y  m e m b e r s  f r o m  o t h e r  
d e p a r t m e n t s  w i t h i n  t h e  d i v i s i o n  a n d  t w o  u p p e r  d i v i s i o n  s t u d e n t s  w h o  a r e  
m a j o r s  i n  f i e l d s  r e p r e s e n t e d  i n  t h a t  d i v i s i o n .  
c .  T h e  a p p e a l i n g  s t u d e n t  a n d  t h e  i n s t r u c t o r  o f  t h e  c o u r s e  w i l l  e a c h  s u b m i t  
i n  w r i t i n g  t h e  m a t e r i a l s  w h i c h  t h e y  w a n t  t h e  C o m m i t t e e  t o  r e v i e w .  A  
c o p y  o f  t h e  m a t e r i a l s  s u b m i t t e d  b y  e a c h  p a r t y  w i l l  b e  g i v e n  t o  t h e  o t h e r  
p a r t y .  
d .  
T h e  C o m m i t t e e  w i l l  m a k e  a  r e c o m m e n d a t i o n ,  w h i c h  
s i m u l t a n e o u s l y  t o  t h e  s t u d e n t  a n d  t h e  i n s t r u c t o r .  
r e c o m m e n d a t i o n  w i l l  a l s o  b e  f o r w a r d e d  t o  t h e  d e a n .  
s h a l l  b e  
A  c o p y  o f  
s e n t  
t h e  
e .  W i t h i n  s e v e n  ( 7 )  d u t y  d a y s ,  t h e  i n s t r u c t o r  w i l l  i n i t i a t e  t h e  a p p r o p r i a t e  
r e s p o n s e  t o  t h e  d i v i s i o n  d e a n  t h a t  t h e  c o m m i t t e e ' s  r e c o m m e n d a t i o n  i s  
a c c e p t a b l e  o r  u n a c c e p t a b l e .  T h e  d i v i s i o n  d e a n  w i l l  r e v i e w  t h e  
r e c o m m e n d a t i o n  o f  t h e  c o m m i t t e e  a n d  t h e  r e s p o n s e  o f  t h e  i n s t r u c t o r .  A  
r e c o m m e n d a t i o n  w i l l  t h e n  b e  f o r w a r d e d  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  
A f f a i r s  a l o n g  w i t h  t h e  c o m m i t t e e ' s  r e c o m m e n d a t i o n  a n d  t h e  i n s t r u c t o r ' s  
r e s p o n s e .  T h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  w i l l  r e v i e w  t h a t  
m a t e r i a l  a n d  w i l l  m a k e  a  r e c o m m e n d a t i o n .  T h e  d e a n ' s  a n d  v i c e  
p r e s i d e n t ' s  r e c o m m e n d a t i o n s  w i l l  b e  f o r w a r d e d  t o  t h e  i n s t r u c t o r .  
f .  T h e  i n s t r u c t o r ' s  r e s p o n s e  w i l l  n o r m a l l y  b e  f i n a l  e x c e p t  i n  c a s e s  w h e r e  
i t  i s  d e t e r m i n e d  t h a t  t h e  g r a d e  w a s  a s s i g n e d  c a p r i c i o u s l y  o r  w a s  a n  
i n a p p r o p r i a t e  a c t  o f  d i s c r i m i n a t i o n .  T h e  P r e s i d e n t  o r  t h e  a p p r o p r i a t e  
d e s i g n e e  w i l l  m a k e  t h e  u l t i m a t e  d e c i s i o n  a n d  c o m m u n i c a t e  t h a t  t o  a l l  
p a r t i e s  i n v o l v e d .  [ M & C  5 / 1 5 / 9 2 ]  
G R A D E  P O I N T  A V E R A G E  
A l l  s t u d y  f o r  U n i v e r s i t y  c r e d i t  i s  r e c o r d e d  w i t h  t h e  f o l l o w i n g  g r a d e  p o i n t  
a s s i g n m e n t s :  
" A "  E x c e l l e n t  - 4  g r a d e  p o i n t s  p e r  c r e d i t  
" B "  A b o v e  A v e r a g e  - 3  g r a d e  p o i n t s  p e r  c r e d i t  
" C "  A v e r a g e  -
2  g r a d e  p o i n t s  p e r  c r e d i t  
" D "  P a s s i n g  -
1  g r a d e  p o i n t  p e r  c r e d i t  
" F "  F a i l i n g  -
0  g r a d e  p o i n t s  p e r  c r e d i t  
" I "  I n c o m p l e t e  - 0  g r a d e  p o i n t s  p e r  c r e d i t  
T h e  g r a d e  p o i n t  a v e r a g e  ( G P A )  i s  c o m p u t e d  b y  d i v i d i n g  t h e  n u m b e r  o f  g r a d e  p o i n t s  
e a r n e d  i n  a  g i v e n  c o u r s e  b y  t h e  n u m b e r  o f  c r e d i t s  a t t e m p t e d .  
- 3 3  -
Credits with grades of "S," "X," "V," or "W," are not included in computing the 
grade point average. 
Credits with grades of "F" are included in computing the grade point average. 
Only those credits and grades earned at Moorhead State University are used to 
compute the GPA for (a) awarding scholarships, (b) recognizing honor students, 
or (c) determining scholastic qualifications for graduation. (M&C 5/15/92] 
Introduction 
MINNESOTA HIGHER EDUCATION COORDINATING BOARD 
POLICY ON PROGRAM REVIEV/APPROVAL 
AND APPROVAL OF OFF-CAMPUS LOCATIONS 
The Minnesota Higher Education Coordinating Board (MHECB) has been directed by 
the legislature and governor to continuously study Minnesota post-secondary 
education, and to develop long-range plans to assure efficient use of education 
resources. Since 1970, the Board has systematically reviewed proposed new 
programs and considered existing programs under Minnesot'a Statute Chapter 
136A. 04 (d). The Coordinating Board's review and approval activities include 
new and existing programs offered by institutions either on their main campus or 
off campus. Program approval involves an advisory committee that represents 
Minnesota's post-secondary community. 
Approval of Gn-Campus Programs 
For the purposes of program review/approval, a new program must have one of the 
following characteristics: 
1. Courses are offered in a pattern or grouping identified as an area of study 
on a transcript. 
2. The grouping of courses will be marketed as: 
a. Career entry, or 
b. As a program in a discipline new to the institution. 
Upon receipt, new program proposals are assigned by staff to a "New Program" 
status which requires a staff evaluation, or to status of "For Information Only" 
whereby no staff evaluation of the program is necessary. Staff together with 
the Program Advisory Committee may choose to recommend approval of a program 
after one reading ("Short Track"), or to delay a recommendation until a second 
or formal reading ("Regular Track"). 
- 34 -
R e v i e w / A p p r o v a l  C r i t e r i a  
A l l  n e w  p r o g r a m s  a r e  r e v i e w e d  u s i n g  t h e  c r i t e r i a  l i s t e d  i n  t h e  s t a t u t e  a b o v e .  
T h e s e  c r i t e r i a  a r e  s p e c i f i e d  i n  t h e  H E C B  A p p l i c a t i o n  F o r m  f o r  N e w  A c a d e m i c  
P r o g r a m  a n d  d i s t r i b u t e d  t o  t h e  p u b l i c  p o s t - s e c o n d a r y  s y s t e m s ,  t h e  P r i v a t e  
C o l l e g e  C o u n c i l ,  t h e  M i n n e s o t a  A s s o c i a t i o n  o f  P r i v a t e  P o s t s e c o n d a r y  S c h o o l s ,  a n d  
a n y  i n s t i t u t i o n  r e q u e s t i n g  t h e m .  T h e  c r i t e r i a  a r e :  
1 .  I s  t h e  p r o g r a m  n e c e s s a r y ?  
T o  e v a l u a t e  t h i s  c r i t e r i o n ,  t h e  p r o p o s i n g  i n s t i t u t i o n  m u s t  d e f i n e  t h e  i n t e n t  
o f  t h e  p r o g r a m ,  e . g . ,  i s  i t  m a i n l y  i n t e n d e d  t o  p r o v i d e  p r e p a r a t i o n  f o r  
e m p l o y m e n t  f o l l o w i n g  c o m p l e t i o n ,  o r  i s  i t  i n t e n d e d  a s  g e n e r a l  e d u c a t i o n  t o  
p r o v i d e  a  b a c k g r o u n d  f o r  g r a d u a t e  e d u c a t i o n .  D e p e n d i n g  o n  t h e  d e f i n i t i o n ,  
t h e  i n s t i t u t i o n  m u s t  p r o v i d e  e m p l o y m e n t  d a t a  i n  s u p p o r t  o f  o c c u p a t i o n a l  
p r o g r a m s ,  a n d  d a t a  s u p p o r t i n g  s t u d e n t  i n t e r e s t  o r  d e m a n d .  I n  a d d i t i o n ,  t h e  
i n s t i t u t i o n  m u s t  p r o v i d e  e v i d e n c e  o f  c o n s u l t a t i o n  w i t h  e m p l o y e r s  o r  
p r o f e s s i o n a l  o r g a n i z a t i o n s .  
I n  t h e  c a s e  o f  g e n e r a l  e d u c a t i o n  p r o g r a m  p r o p o s a l s ,  m e a s u r e s  i n c l u d e  
d o c u m e n t a t i o n  t h a t  t h e  p r o g r a m  m e e t s  s o c i e t a l  r e q u i r e m e n t s  a n d  e x p e c t a t i o n s .  
T h e  i n s t i t u t i o n  m a y  p r o v i d e  p l a c e m e n t  a n d  e n r o l l m e n t  d a t a  f o r  s i m i l a r  
p r o g r a m s ,  i f  a n y ,  a s  a d d i t i o n a l  d o c u m e n t a t i o n  o f  n e e d .  
2 .  I s  t h e  p r o g r a m  a  n e e d l e s s  d u p l i c a t i o n ?  
T o  e v a l u a t e  t h i s  c r i t e r i o n ,  t h e  p r o p o s i n g  i n s t i t u t i o n  m u s t  p r o v i d e  a  
d e f i n i t i o n  o f  t h e  g e o g r a p h i c  s e r v i c e  a r e a  a n d  t h e  p r o s p e c t i v e  s t u d e n t  m a r k e t  
f o r  t h e  p r o g r a m ,  a n d  d o c u m e n t a t i o n  o f  c o n s u l t a t i o n  w i t h ,  o r  r e s e a r c h  o f ,  
i n s t i t u t i o n s  w i t h  s i m i l a r  p r o g r a m s  i n  t h e  g e o g r a p h i c  s e r v i c e  a r e a  i n  c a s e s  
w h e r e  s i m i l a r  p r o g r a m s  e x i s t .  
3 .  I s  t h e  p r o g r a m  w i t h i n  t h e  c a p a b i l i t y  o f  t h e  i n s t i t u t i o n ' s  r e s o u r c e s ?  
T o  e v a l u a t e  t h i s  c r i t e r i o n ,  t h e  i n s t i t u t i o n  m u s t  p r o v i d e  
c o n c e r n i n g  t h e  r e s o u r c e s  a v a i l a b l e  a n d / o r  n e e d e d  t o  o f f e r  
p r o g r a m  a t  f u l l  o p e r a t i o n .  
d o c u m e n t a t i o n  
t h e  p r o p o s e d  
T h e  r e s o u r c e s  i n c l u d e :  c o u r s e s ;  F T E  f a c u l t y ;  
i n f o r m a t i o n  s e r v i c e s ;  a c c r e d i t a t i o n  o r  l i c e n s u r e ,  
a v a i l a b i l i t y  o f  c l i n i c a l  s i t e s ,  i f  a p p l i c a b l e .  
p h y s i c a l  f a c i l i t i e s ;  
i f  a p p l i c a b l e ;  a n d  
T h e r e  m u s t  b e  a  p l a n  f o r  a c q u i r i n g  n e w  r e s o u r c e s  i n c l u d e d  i n  t h e  p r o p o s a l  
d o c u m e n t  i f  n o t  a l r e a d y  i n  p l a c e  a t  t h e  i n s t i t u t i o n .  I n  a d d i t i o n ,  t h e r e  
m u s t  b e  a  p l a n  f o r  i n t e r n a l  p r o g r a m  e v a l u a t i o n  i n c l u d i n g  p r o j e c t e d  d a t e s  f o r  
e v a l u a t i o n .  
4 .  I s  t h e  p r o g r a m  w i t h i n  t h e  m i s s i o n  o f  t h e  i n s t i t u t i o n ?  
T o  e v a l u a t e  t h i s  c r i t e r i o n ,  
a p p r o v a l  b y  i t s  g o v e r n i n g  
s u b m i s s i o n  t o  t h e  H E C B .  
t h e  i n s t i t u t i o n  m u s t  p r o v i d e  d o c u m e n t a t i o n  o f  
b o a r d  o r  c h i e f  e x e c u t i v e  o f f i c e r  p r i o r  t o  
T h e  i n s t i t u t i o n  m u s t  a l s o  p r o v i d e  a  s t a t e m e n t  o f  h o w  t h e  p r o p o s e d  p r o g r a m  
f i t s  w i t h i n  t h e  i n s t i t u t i o n ' s  p l a n .  
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In addition to the legislatively mandated criteria, it is necessary to request 
certain identifying information on new programs. These are: 
1. Program name, length 
2. Indication whether the program is proposed also to be offered in its 
entirety at a location other than the main campus (off campus) 
3. Brief program description 
4. Admission requirements specific to being admitted to the program 
5. Curriculum (general education courses identified as such) 
6. Starting date 
7. Number of students to be served (expected enrollment, and annual graduates 
8. Classification of Instructional Programs (CIP) code number 
Time line 
Depending on the completeness of documentation and data provided by the 
institution and the level of question a proposal generates, the normal time 
involved from the initial application to Board action is approximately two 
months for new programs in the "short track," and approximately three months for 
new programs in the "regular track." 
Approval of Off-Campus Major Programs of Study 
To ensure fiscal responsibility and to protect current levels of academic 
quality and funding, the legislature requested that greater oversight be given 
to the development and establishment of large-scale or long-term operations that 
are intended to provide major programs of study, courses, or student services, 
and to the management of enrollment on and off campus. It is the intent of this 
policy to assist the Coordinating Board in its responsibility to monitor the 
off-campus activities of Minnesota post-secondary institutions. 
For purposes of Coordinating Board review/approval, an off-campus major program 
of study is one in which students are able to complete within a reasonable 
timeframe 50 percent or more of the requirements of an approved on-campus major 
program of study at a location other than the primary campus of the institution 
that offers the major program of study. A major program of study is one that 
includes a sequence of courses, activities, or experiences which are recognized 
or described as providing preparation for a vocation, or that leads to a degree 
or other formal recognition. It does not include minors, options, 
concentrations, or specializations within majors. An off-campus major program 
of study exists whenever the institution declares that it is available or 
advertises that at least 50 percent of the requirements of a major program of 
study can be completed at the off-campus location. 
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M a j o r  p r o g r a m s  o f  s t u d y  m u s t  b e  o f f i c i a l l y  r e c o g n i z e d  b y  t h e  i n s t i t u t i o n ' s  
g o v e r n i n g  b o a r d  a n d  b e  i n c l u d e d  i n  t h e  C o o r d i n a t i n g  B o a r d ' s  p r o g r a m  i n v e n t o r y .  
O n l y  a p p r o v e d  o n - c a m p u s  m a j o r  p r o g r a m s  o f  s t u d y  w i l l  b e  c o n s i d e r e d  f o r  
o f f - c a m p u s  d e l i v e r y ,  a n d  s e p a r a t e  C o o r d i n a t i n g  B o a r d  a p p r o v a l  i s  r e q u i r e d  p r i o r  
t o  i m p l e m e n t a t i o n  o f  a  p r o g r a m  o f f  c a m p u s  b y  a  p u b l i c  p o s t - s e c o n d a r y  
i n s t i t u t i o n .  T h e  a p p r o v a l  p r o c e s s  f o r  d e l i v e r i n g  p r o g r a m s  o f f  c a m p u s  s h a l l  b e  
t h e  s a m e  a s  s p e c i f i e d  i n  t h e  " O N - C A M P U S  P R O G R A M  A P P R O V A L "  s e c t i o n  o f  t h i s  
p o l i c y .  
S u b s e q u e n t  t o  i n i t i a l  a p p r o v a l ,  t h e  C o o r d i n a t i n g  B o a r d  m u s t  r e - a u t h o r i z e  e a c h  
p u b l i c  i n s t i t u t i o n  t o  o f f e r  s p e c i f i c  m a j o r  p r o g r a m s  o f  s t u d y  a t  s p e c i f i c  
o f f - c a m p u s  l o c a t i o n s  f o r  a  s p e c i f i e d  p e r i o d  o f  t i m e .  T h e  t i m e f r a m e  f o r  
r e - a u t h o r i z a t i o n  o f  e a c h  o f f - c a m p u s  m a j o r  p r o g r a m  o f  s t u d y  w i l l  b e  e s t a b l i s h e d  
w h e n  t h e  C o o r d i n a t i n g  B o a r d  a p p r o v e s  i m p l e m e n t a t i o n  o f  t h e  p r o g r a m .  N o r m a l l y ,  
i t  w i l l  b e  e v e r y  t w o  y e a r s  f o r  d i p l o m a ,  c e r t i f i c a t e ,  t w o  y e a r ,  o r  a s s o c i a t e  
d e g r e e  p r o g r a m s ,  a n d  f o u r  y e a r s  f o r  b a c c a l a u r e a t e  a n d  g r a d u a t e  d e g r e e  p r o g r a m s .  
( M & C  5 / 1 5 / 9 2 )  
I N - P R O G R E S S  C O U R S E S  
W h e n  t h e  n a t u r e  o f  t h e  c o u r s e ,  f o r  e x a m p l e  a  m a s t e r ' s  d e g r e e  t h e s i s ,  i s  s u c h  
t h a t  t h e  r e q u i r e m e n t  f o r  i t  c a n n o t  b e  c o m p l e t e d  d u r i n g  a  q u a r t e r ,  a  g r a d e  o f  
" X , "  t o  s i g n i f y  " I n  P r o g r e s s "  s h o u l d  b e  s u b m i t t e d .  A n  " X "  g r a d e  s h o u l d  n o t  b e  
c o n f u s e d  w i t h ,  n o r  u s e d  i n  l i e u  o f ,  a n d  I n c o m p l e t e  ( " I " )  g r a d e .  F o r m s  a r e  
a v a i l a b l e  i n  t h e  R e g i s t r a r ' s  O f f i c e  f o r  c o n v e r s i o n  o f  a n  " X "  g r a d e .  
[ M & C  5 / 1 5 / 9 2 )  
I N C O M P L E T E  C R E D I T S  
T h e  m a r k  o f  " I "  ( I n c o m p l e t e )  i s  g r a n t e d  w h e n  t h e  s t u d e n t  i s  u n a b l e  t o  c o m p l e t e  
c o u r s e  r e q u i r e m e n t s  f o r  r e a s o n s  b e y o n d  h i s / h e r  c o n t r o l  a n d  w h e n  a r r a n g e m e n t s  
h a v e  b e e n  m a d e  w i t h  t h e  i n s t r u c t o r  p r i o r  t o  t h e  e n d  o f  t h e  q u a r t e r .  
I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  s t u d e n t  t o  a s c e r t a i n  t h e  i n s t r u c t o r ' s  
r e q u i r e m e n t s  f o r  m a k i n g  u p  a n  I n c o m p l e t e .  A  c o n t r a c t  f o r m  m u s t  b e  c o m p l e t e d  
b e t w e e n  s t u d e n t  a n d  f a c u l t y  p r i o r  t o  i s s u a n c e  o f  a n  I n c o m p l e t e  g r a d e .  A n  
I n c o m p l e t e  s h o u l d  b e  m a d e  u p  d u r i n g  . t h e  n e x t  q u a r t e r  i n  w h i c h  t h e  s t u d e n t  i s  
e n r o l l e d .  W h e n  r e q u i r e m e n t s  h a v e  b e e n  m e t ,  t h e  i n s t r u c t o r  m u s t  n o t i f y  t h e  
R e g i s t r a r  o f  t h e  r e p l a c e m e n t  g r a d e .  
A  s t u d e n t  w h o  w i s h e s  t o  m a k e  u p  a n  I n c o m p l e t e  b y  a t t e n d i n g  t h e  c l a s s  i n  a  
s u b s e q u e n t  q u a r t e r  m u s t  r e g i s t e r  a n d  p a y  f o r  t h e  c l a s s  a s  a  r e p e a t .  
[ M & C  5 / 1 5 / 9 2 )  
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INDIVIDUALIZED MAJOR 
The individualized major at Moorhead State University is an alternative to the 
traditional major, available to students whose academic needs are unique. 
Students who believe that a self-designed program of study would better fit 
their personal academic and professional goals may design such a major. This may 
be a cross-disciplinary major or a variation of a concentration in a traditional 
catalog major. 
The individualized major should exemplify a sound academic and professional 
objective. That objective should be stated clearly and cogently in the proposal. 
The plan for this major should include sufficient breadth, depth and academic 
rigor. 
Each student's plan for an individualized major is unique and will require 
careful consideration, and ultimately, an evaluative judgment. Early planning of 
the individualized major with the student's academic advisor is strongly 
recommended. 
The title of the individualized major must reflect a coherent academic plan 
capable of being recognized as such by academic officials and employers. The 
title of the individualized major should be clear and concise and the title 
should logically relate to the theme of the courses comprising the 
individualized major. 
1. The title may not duplicate the name of an . already existing approved 
traditional major available at Moorhead State University, Concordia College, 
or North Dakota State University. 
If the individualized major reflects the development of a new concentration, 
emphasis or program within a department, the title must be different than 
the traditional majors approved for that department. 
It is appropriate to plan an individualized major based on a traditional 
major available at another college or university, with the exception of 
Tri-College schools. 
2. The title may not suggest the completion of certifiable curricula normally 
offered by collegiate institutions, because that can be done only with 
traditional majors. 
If a student includes, in an individualized major, part of a group of 
courses that are required for a particular licensure or certification, the 
title of the major should not suggest that the student has met the 
requirements for that licensure. For example, a major which includes several 
education courses should not carry a title which implies teaching licensure. 
For another example, a plan which includes social work courses should not 
lead anyone to believe that finishing the individualized major will provide 
the student the certification provided by a Bachelor of Science in Social 
Work. 
- 38 -
3 .  T h e  t i t l e  o f  t h e  i n d i v i d u a l i z e d  m a j o r  m a y  r e f l e c t  o n l y  t h o s e  a c a d e m i c  a r e a s  
i n c l u d e d  i n  t h e  c u r r i c u l u m  a t  M o o r h e a d  S t a t e  U n i v e r s i t y .  
F o r  e x a m p l e ,  a  s t u d e n t  w h o  t r a n s f e r s  m e d i a  e d u c a t i o n  c o u r s e s  f r o m  S t .  C l o u d  
S t a t e  U n i v e r s i t y  c o u l d  n o t  d o  a n  i n d i v i d u a l i z e d  m a j o r  a t  M o o r h e a d  S t a t e  a n d  
c a l l  i t  m e d i a  e d u c a t i o n ;  s u c h  a n  i n d i v i d u a l i z e d  m a j o r  w o u l d  h a v e  t o  c a r r y  a  
d i f f e r e n t  t i t l e  r e f l e c t i n g  t h e  M o o r h e a d  S t a t e  c o n t e n t  o f  t h e  m a j o r .  F o r  
a n o t h e r  e x a m p l e ,  a  s t u d e n t  w h o  t r a n s f e r s  i n  a  g r o u p  o f  e n g i n e e r i n g  c o u r s e s  
c o u l d  n o t  d o  a  d e g r e e  a t  M o o r h e a d  S t a t e  c a l l e d  e n g i n e e r i n g .  
C r e d i t  R e q u i r e m e n t s  
1 .  E a c h  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a t  l e a s t  7 2  c r e d i t s .  I t  m a y  i n c l u d e  
m o r e  t h a n  7 2  b u t  n o t  l e s s  t h a n  7 2  c r e d i t s .  
2 .  N o  m o r e  t h a n  2 4  p r e v i o u s l y  c o m p l e t e d  c r e d i t s  m a y  b e  i n c l u d e d  i n  t h e  p l a n  f o r  
a n  i n d i v i d u a l i z e d  m a j o r .  
N o  m a t t e r  h o w  m a n y  c r e d i t s  a  s t u d e n t  h a s  f i n i s h e d  a t  M o o r h e a d  S t a t e  o r  
t r a n s f e r r e d  i n ,  n o  m o r e  t h a n  2 4  o f  t h o s e  c r e d i t s  m a y  b e  i n c l u d e d  i n  t h e  p l a n  
f o r  t h e  m a j o r .  T h e  r e s t  w i l l  b e  u s e d  t o  m e e t  l i b e r a l  a r t s  r e q u i r e m e n t s  o r  a s  
f r e e  e l e c t i v e  c r e d i t s .  T h i s  a p p l i e s  t o  c o u r s e  w o r k  c o m p l e t e d  a t  t h e  t i m e  
t h e  p l a n  i s  s u b m i t t e d  f o r  a p p r o v a l .  
T r a d i t i o n a l  m a j o r s  r e p r e s e n t  m a n y  h o u r s  o f  d e p a r t m e n t a l  d i s c u s s i o n  a n d  
p l a n n i n g  a s  w e l l  a s  A P A C  a p p r o v a l ,  w h i c h  i s  l o s t  i n  t h e  c a s e  o f  
i n d i v i d u a l i z e d  m a j o r s .  S o m e  o f  t h a t  p l a n n i n g  a n d  u s e  o f  f a c u l t y  e x p e r t i s e  
m u s t  b e  a p p l i e d  t o  i n d i v i d u a l i z e d  m a j o r s ,  t h u s  t h e  m a j o r  m u s t  b e  p l a n n e d  
b e f o r e  t h e  c o u r s e s  a r e  t a k e n .  
3 .  E a c h  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  a  c o n c e n t r a t i o n  o f  n o  l e s s  t h a n  2 8  
a n d  n o  m o r e  t h a n  4 2  c r e d i t s  i n  a  s i n g l e  r u b r i c  o r  f i e l d  o f  r e l a t e d  s u b j e c t s :  
a .  R u b r i c  i s  a  h e a d i n g ,  c l a s s i f i c a t i o n ,  c a t e g o r y  o r  n a m e .  O f t e n  t h e  r u b r i c  
u s e d  i s  t h e  n a m e  o f  t h e  d e p a r t m e n t ,  b u t  i t  m a y  b e  a  s p e c i a l i z a t i o n  
w i t h i n  a  d e p a r t m e n t .  E x a m p l e s  o f  t h i s  i n  a  t r a d i t i o n a l  p r o g r a m  a r e  
m a n a g e m e n t ,  f i n a n c e ,  s p e c i a l  e d u c a t i o n ,  S p a n i s h ,  o r  h e a l t h .  
b .  F i e l d  i s  d e f i n e d  a s  a  c o l l e c t i o n  o f  c o u r s e s  w i t h  a  c o m m o n  t h e m e ,  o r  
r e l a t e d  s u b j e c t  m a t t e r .  E x a m p l e s  o f  t h i s  m u l t i - d i s c i p l i n a r y  a p p r o a c h  i n  
a  t r a d i t i o n a l  p r o g r a m  a r e  t h e  g e r o n t o l o g y  m i n o r ,  t h e  w o m e n ' s  s t u d i e s  
m i n o r  o r  t h e  c r i m i n a l  j u s t i c e  m a j o r .  
T h e  r e m a i n i n g  c o u r s e  w o r k  m a y  b e  i n  a n y  r u b r i c  o r  f i e l d ,  b u t  m u s t  c o n t r i b u t e  
t o  t h e  o v e r - a l l  p l a n  f o r  t h e  i n d i v i d u a l i z e d  m a j o r .  I n  t h e  v e r n a c u l a r ,  t h e  
w h o l e  p l a n  s h o u l d  h a n g  t o g e t h e r  a n d  m a k e  s e n s e .  
4 .  T h e  i n d i v i d u a l i z e d  m a j o r  m u s t  i n c l u d e  n o  l e s s  t h a n  3 6  c r e d i t s  o f  u p p e r  
d i v i s i o n  c o u r s e  w o r k  i n  t h e  m a j o r .  
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Process for Approval 
The student may begin by looking in the COLLEGE BLUE BOOK of majors (found in 
the reference section of the MSU Library) for the titles of traditional majors 
offered in the U.S. that relate to their major. The type of coursework these 
other institutions have included in a major can be found by reviewing the 
microfiche of the university catalog. Or the student may begin by conferring 
with an academic advisor in the department of his or her concentration. With a 
little help from the advisor, the student must write a one page statement of 
goals, objectives and purpose, in essence a rationale for doing an 
individualized major. This statement should answer such questions as why the 
student wants to do an individualized major, what the student would like to 
learn, and what professional goal, if any, the student has in mind. The student 
should also explain why a traditional major offered at MSU will not meet these 
goals. This statement is to be attached to the form for a plan for an 
individualized major. 
When the objective is defined and understood, the advisor begins working with 
the student on developing a plan, pencilling in courses on a copy of the form 
for an individualized major. Other faculty and deans shall be consul ted as 
necessary to provide advice to the student concerning the most desirable 
curriculum for the stated goals and objectives. It is important that appropriate 
consultation and advice be obtained at this stage, so that completed proposals 
are not sent back to start over because information was lacking at the beginning 
stages of development. Generally a faculty member will meet with the student and 
the department chair to develop the pencil copy. Actual practice may vary, as 
long as the student receives appropriate advice and consultation at this stage 
of planning. 
If the plan includes more than 12 credits from another division, or if the title 
implies learning in another division, an appropriate person in that division 
shall be consulted, and both deans and department chairs shall sign the form. 
When filling in the form, list both completed and proposed course work. List 
the credits a particular course carries in either the upper or lower division 
column, depending on the course number. (Courses with 100-200 numbers are lower 
division, 300-400 numbers are upper division.) If the course has been 
completed, list the grade achieved. List the number of credits in the 
concentration, total credits for upper and lower division over the whole major, 
and the total for the entire plan in the appropriate boxes. Attach a statement 
of goals and objectives and a copy of the transcript, plus a worksheet for 
liberal arts. 
When the pencilled version of the plan is complete, the form along with the 
draft of the objective statement should be presented to the subcommittee for 
individualized majors. The subcommittee, student and advisor will meet to 
review the plan and discuss possible improvements to the plan. After this 
initial meeting the plan should be typed along with the objective statement, all 
signatures except the dean's should be obtained and the plan resubmitted to the 
subcommittee. 
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I t  m a y  h a p p e n  t h a t  c h a n g e s  i n  a n  a p p r o v e d  i n d i v i d u a l i z e d  m a j o r  b e c o m e  n e c e s s a r y  
a s  t h e  s t u d e n t  c o n t i n u e s  t o  t a k e  c o u r s e s  i n  t h e  a p p r o v e d  p l a n .  I f  t h i s  h a p p e n s ,  
t h e  s t u d e n t  s h o u l d  f i l l  i n  a  r e q u e s t  f o r  c h a n g e  f o r m  a n d  r o u t e  i t  f o r  
s i g n a t u r e s .  T h e  s t u d e n t ,  t h e  a d v i s o r  a n d  t h e  s u b c o m m i t t e e  c h a i r  s i g n  t h e  f o r m ,  
a n d  i f  t h e  s u b c o m m i t t e e  f i n d s  t h e  c h a n g e  t o  b e  m o r e  t h a n  m i n o r ,  i t  w i l l  r e q u i r e  
d e p a r t m e n t  c h a i r  a n d  d e a n ' s  s i g n a t u r e s  a l s o .  
S u m m a r y  o f  R u l e s  
1 .  T h e  t i t l e :  
a .  R e f l e c t s  t h e  c o n t e n t  
b .  D o e s  n o t  d u p l i c a t e  a n  e x i s t i n g  t r a d i t i o n a l  m a j o r  a t  a n y  o f  t h e  
T r i - C o l l e g e  s c h o o l s  
c .  D o e s  n o t  i m p l y  a  c e r t i f i c a t i o n  t h a t  i s  n o t  c o n t a i n e d  i n  t h e  p l a n n e d  
c o u r s e  w o r k  
d .  R e f l e c t s  a n  a c a d e m i c  a r e a  t h a t  i s  i n c l u d e d  i n  t h e  M o o r h e a d  S t a t e  
c u r r i c u l u m .  
2 .  C r e d i t  r e q u i r e m e n t s :  
a .  A t  l e a s t  7 2  t o t a l  c r e d i t s  i n  t h e  m a j o r  
b .  N o  m o r e  t h a n  2 4  p r e v i o u s l y  c o m p l e t e d  c r e d i t s  i n  t h e  m a j o r  
c .  C o n c e n t r a t i o n  o f  n o  l e s s  t h a n  2 8  a n d  n o  m o r e  t h a n  4 2  c r e d i t s  
d .  N o  l e s s  t h a n  3 6  c r e d i t s  o f  u p p e r  d i v i s i o n  c o u r s e  w o r k  i n  t h e  m a j o r .  
[ M & C  5 / 1 5 / 9 2 ]  
I N T E R N A T I O N A L  S T U D I E S  
M o o r h e a d  S t a t e  U n i v e r s i t y  r e c o g n i z e s  t h e  i n c r e a s i n g  i n t e r d e p e n d e n c e  o f  a l l  
p e o p l e s  a n d  c u l t u r e s  a n d  t h e  i m p o r t a n t  i m p l i c a t i o n s  w h i c h  t h i s  f a c t  h o l d s  f o r  
s u c c e e d i n g  g e n e r a t i o n s .  T h e  U n i v e r s i t y  i s ,  t h e r e f o r e ,  c o m m i t t e d  t o  p r o v i d e  
i n s t r u c t i o n a l ,  r e s e a r c h ,  a n d  s e r v i c e  p r o g r a m s  w h i c h  a r e  d e s i g n e d  t o  a d v a n c e  
k n o w l e d g e  a n d  f o s t e r  u n d e r s t a n d i n g  o f  i n t e r c u l t u r a l  d i f f e r e n c e s ,  s i m i l a r i t i e s ,  
a n d  i n t e r d e p e n d e n c i e s .  
E m p h a s i s  h a s  b e e n  g i v e n  t o  s t r e n g t h e n i n g  t h e  i n t e r n a t i o n a l  a n d  i n t e r c u l t u r a l  
d i m e n s i o n s  o f  t h e  p r o g r a m s  a n d  a c t i v i t i e s  p r i m a r i l y  t o  p r o v i d e  s t u d e n t s  w i t h  t h e  
o p p o r t u n i t y  t o  a c q u i r e  a n  e d u c a t i o n  t h a t  w i l l  b e t t e r  p r e p a r e  t h e m  t o  l i v e  a n d  
w o r k  i n  a n  i n c r e a s i n g l y  i n t e r d e p e n d e n t  w o r l d .  I n  a d d i t i o n ,  t h e s e  i n t e r n a t i o n a l  
r e s o u r c e s  w i l l  c o n t i n u e  t o  b e  s h a r e d  w i t h  a r e a  s c h o o l s ,  c o m m u n i t y  g r o u p s ,  a n d  
c i t i z e n s  t h r o u g h  t h e  U n i v e r s i t y ' s  r o l e  a s  a  r e g i o n a l  e d u c a t i o n  c e n t e r .  
F o r  m o r e  i n f o r m a ·t i o n  c o n t a c t  t h e  I n t e r n a t i o n a l  P r o g r a m s  O f f i c e ,  F l o r a  F r i c k  1 5 4 ,  
2 3 6 - 2 9 5 6 .  
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Residency Programs 
Eurospring. An eight week humanities study of a period of European 
civilization at Oxford and continental centers. Students may receive 16 
hours of academic credit in humanities and other liberal arts areas by 
arrangement. Included are air transportation, lodging and meals, hotels on 
tour, and ground transportation on study tour and with Britain. Field trips 
and a three week grand tour examining centers of western civilization are 
included spring quarter. 
Oxford Year. Opportunities for semester and year-long study at the Center 
for Medieval and Renaissance Studies Oxford, earning 24 or 48 hours of 
credit in liberal arts or approved majors. The Center was founded in order 
to achieve two purposes: first, to establish a permanent, private institute 
in Oxford for the interdisciplinary study of the Middle Ages and 
Renaissance; second, to provide academic training and a social center in 
Oxford for overseas students and teachers who wish to complete part of their 
education there. 
Portsmouth Polytechnic. Students are offered the opportunity to study for a 
full academic year earning up to 48 credits while in residence at Portsmouth 
Polytechnic at Portsmouth, England. This is normally an exchange program 
where a MSU student is matched with a student from PP. Each institution 
honors the tuition paid at the home institution. Each student pays housing, 
books, round trip transportation and incidental living expenses and board 
while in residence at PP. Each student pays tuition at their home 
institution. The academic year at PP begins in early October and continues 
through to early July via three academic periods. 
Oslo Year. The Scandinavian studies program at Moorhead State University is 
affiliated with the University of Oslo. The program offers undergraduates a 
chance to live and take classes with Norwegian students at Oslo's Blindern 
campus. It is open to students who have completed a year of college-level 
study in Norwegian language. Students can either study a semester or an 
entire year in Norway while earning up to 48 credits in Norwegian language 
and culture or other subjects offered at the university. 
Austrian Studies Program. A "junior year abroad" program is available to 
music students who wish to study at the University of Salzburg College of 
Music and Dramatic Arts. Although some classes on the history and culture 
of Austria are available in English, course work in music is in German. A 
German language proficiency examination is required, but courses in German 
as a second language are available throughout the academic year. Students 
interested in planning such study are advised to begin their German language 
study as soon as possible. 
Exchange Program with Chinese Universities. This program allows Moorhead 
State students to study Chinese language and culture in residence at Nankai 
University, Tianjin, China. The program allows students to earn a minimum 
of 36 credits in a full academic year of study. 
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S t u d y  T o u r s  
S u m m e r  T o u r  a t  O x f o r d .  A n  a c a d e m i c  p r o g r a m  w h i c h  i n c l u d e s  a  f u l l  c o u r s e  o f  
l e c t u r e s  a t  O x f o r d ,  c o a c h  a n d  f i e l d  t r i p s  t o  v a r i o u s  l o c a t i o n s ,  a n d  s o c i a l  
a c t i v i t i e s .  A c c o m m o d a t i o n s  a r e  a t  t h e  C e n t e r  f o r  M e d i e v a l  a n d  R e n a i s s a n c e  
S t u d i e s ,  O x f o r d .  
A r t  i n  S c o t l a n d .  T h e  p r o g r a m ,  d e v e l o p e d  w i t h  c o o p e r a t i o n  f r o m  t h e  G l a s g o w  
S c h o o l  o f  A r t ,  e m p h a s i z e s  t h e  c o l l e c t i o n  o f  i n f o r m a t i o n  f r o m  t h e  S c o t t i s h  
l a n d s c a p e ,  c u l t u r e ,  a n d  o t h e r  e n v i r o n m e n t a l  i n f l u e n c e s  t o  b e  u s e d  a s  
r e s o u r c e s  f o r  h a n d s - o n  s t u d i o  e x p e r i e n c e s .  O p e n  t o  a r t  m a j o r s .  
E u r o p e  S u m m e r .  A  c o m p a r a t i v e  e d u c a t i o n  a n d  i n t e r n a t i o n a l  u n d e r s t a n d i n g  
s t u d y  t o u r  w h i c h  i n c l u d e s  v i s i t s  t o  o v e r s e a s  s c h o o l s  a n d  a n  o v e r v i e w  t o u r  o f  
s e l e c t e d  c o u n t r i e s .  O f f e r e d  e v e r y  s u m m e r .  
L o n d o n  T h e a t r e  T o u r .  A  t h e a t r e  t o u r  o f  L o n d o n .  F e a t u r e s  i n c l u d e d  a r e :  
p r e - t r i p  s e m i n a r  o n  L o n d o n  t h e a t r e  a n d  p o i n t s  o f  i n t e r e s t ,  r o u n d  t r i p  a i r  
f a r e  a c c o m m o d a t i o n s  i n  L o n d o n ,  t i c k e t s  t o  s e v e r a l  m a j o r  L o n d o n  p e r f o r m a n c e s ,  
a n d  t h e a t r e  t o u r s .  L a t e  N o v e m b e r  o r  D e c e m b e r .  
A r t  H i s t o r y  A b r o a d .  V i s i t s  t h e  p r i n c i p a l  a r t s  c e n t e r s  o f  E u r o p e ,  s t u d y i n g  
a r c h i t e c t u r e ,  s c u l p t u r e ,  a n d  p a i n t i n g .  O t h e r  c u l t u r a l  a c t i v i t i e s  a r e  
i n c l u d e d  a s  w e l l .  L o n d o n ,  P a r i s ,  V e n i c e ,  R a v e n n a ,  P a d u a ,  F l o r e n c e ,  A s s i s i ,  
R o m e ,  P o m p e i i ,  A t h e n s ,  a n d  t h e  G r e e k  I s l a n d s  a r e  s o m e  o f  t h e  p l a c e s  i n c l u d e d  
i n  p a s t  t o u r s .  S u m m e r  p r e r e q u i s i t e s :  A r t  2 3 3 ,  2 3 4 ,  2 3 5  o r  c o n s e n t  o f  
i n s t r u c t o r .  I n t e r m i t t e n t l y  o f f e r e d .  
S p e c i a l  P r o g r a m s  
S t u d e n t  T e a c h i n g  A b r o a d .  S T A  c o o r d i n a t e s  t h e  p l a c e m e n t  o f  A m e r i c a n  s t u d e n t  
t e a c h e r  i n  5 0  c o u n t r i e s  a r o u n d  t h e  w o r l d .  S i t e s  a r e  a v a i l a b l e  i n  n a t i o n a l ,  
i n t e r n a t i o n a l ,  a n d  A m e r i c a n  s c h o o l s  a b r o a d .  O p e n  t o  M o o r h e a d  S t a t e  s t u d e n t s  
a n d  o t h e r s  i f  a p p r o v e d  b y  t h e i r  h o m e  i n s t i t u t i o n .  C o l l e c t i o n s  o f  
d i r e c t o r i e s ,  b r o c h u r e s ,  c a t a l o g s ,  e t c . ,  r e l a t i v e  t o  o t h e r  c o u n t r i e s  a r e  
a v a i l a b l e  f r o m  t h e  S t u d e n t  T e a c h i n g  o f f i c e ,  L o m m e n  2 1 3 J .  
I n t e r n s h i p s .  I n t e r n s h i p s  a r e  o f f e r e d  t o  s t u d e n t s  b y  m a n y  a c a d e m i c  
d e p a r t m e n t s  u n d e r  u n i v e r s i t y  a n d  d e p a r t m e n t a l  g u i d e l i n e s .  T h e  u n i v e r s i t y  
g u i d e l i n e s  r e q u i r e  t h a t  i n t e r n s :  ( a )  b e  j u n i o r s  o r  s e n i o r s  a t  t h e  t i m e  o f  
p a r t i c i p a t i o n ,  ( b )  b e  a  m a j o r  i n  t h e  d e p a r t m e n t  o f f e r i n g  c r e d i t ,  ( c )  r e t u r n  
t o  s c h o o l  f o r  a t  l e a s t  o n e  q u a r t e r  f o l l o w i n g  t h e  i n t e r n s h i p ,  ( d )  e n r o l l  f o r  
f r o m  t h r e e  t o  s i x t e e n  c r e d i t s ,  d e p e n d e n t  o n  d e p a r t m e n t a l  p o l i c y ,  a n d  ( e )  
m e e t  o t h e r  r e q u i r e m e n t s  o f  i n d i v i d u a l  a c a d e m i c  d e p a r t m e n t .  
I n t e r n a t i o n a l  S t u d e n t s  o n  C a m p u ·s .  F o r e i g n  s t u d e n t s  f r o m  a l l  p a r t s  o f  t h e  
w o r l d  a t t e n d  M o o r h e a d  S t a t e  U n i v e r s i t y .  D o r m  l i v i n g ,  c l a s s e s ,  a n d  
I n t e r n a t i o n a l  C l u b  a c t i v i t i e s  a n d  p r o g r a m s  p r o v i d e  o p p o r t u n i t y  f o r  A m e r i c a n  
a n d  i n t e r n a t i o n a l  s t u d e n t s  t o  m e e t  a n d  t o  e x c h a n g e  i d e a s ,  c u l t u r e s ,  a n d  
b e l i e f s .  [ M & C  5 / 1 5 / 9 2 ]  
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PASS-NO CREDIT GRADES 
Any student with sophomore, junior, or senior standing may take one course per 
quarter for Pass-No credit grades in areas outside the student's major or minor 
field. Pass-No Credit courses may not be applied to the Liberal Studies Program. 
A student may apply up to 24 credits under the Pass-No Credit option to a 
baccalaureate degree program. No course which the student has previously failed 
may be repeated under the Pass-No Credit option. Pass-No Credit courses are not 
included in computing grade point average. 
A grade of •s• is recorded for any course successfully completed under the 
Pass-No Credit option. No entry will be made if the student fails to earn 
credit . A Pass-No Credit agreement form, available from the Office of Admissions 
and Records, must be signed by the student and his/her advisor and returned to 
the Office of Admissions and Records on or before the tenth class day of the 
quarter. [M&C 5/15/92) 
PASS/FAIL COURSES 
Certain courses, the nature of which makes it impossible to differentiate 
between passing grades, may be offered on a pass ("S") or fail ("F") basis upon 
receipt of permission from the Vice President for Academic Affairs. All 
students in such courses must be graded on a •s• or "F" basis. 
Student teaching and internships are always graded on a pass-fail basis. 
[M&C 5/15/92] 
PRE-REGISTRATION 
Pre-registration for winter and spring quarters occurs approximately one week 
prior to final examinations during the preceding quarter. Pre-registration for 
currently enrolled students for the fall quarter is held about one week prior to 
spring final examinations. Incoming students for the fall quarter are registered 
during the summer or just prior to fall quarter. [M&C 5/15/92] 
PROGRAM REVIEV, ANNUAL 
The following guidelines assume that each department has participated in a five 
year program review as required by the MSUS Chancellor's Academic Program Policy 
#APP-1 Program Review, based on procedures established by the University. It is 
also assumed that the reviews will be made in the context of the University's 
Mission Statement and its Strategic Plan to accomplish the same. 
NOTE: Until such time as a strategic plan is adopted, the following guidelines 
will be adapted to existing missions. 
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P r o g r a m  R e v i e w  Y e a r :  
D e t e r m i n e ,  i n  c o n s u l t a t i o n  w i t h  t h e  D e a n ,  t h e  l e v e l  o f  r e v i e w  a s  d e f i n e d  i n  
# A P P - 1 .  
P r o c e e d  t o  r e v i e w  p r o g r a m ( s )  i n  c o n s u l t a t i o n  w i t h  t h e  d e p a r t m e n t  u s i n g  t h e  
p r o c e d u r e s  e s t a b l i s h e d  b y  t h e  U n i v e r s i t y .  
H a v i n g  s u b m i t t e d  t h e  f i v e  y e a r  r e v i e w ,  a n d  u p o n  t h e  r e c e i p t  o f  t h e  e x t e r n a l  
e x a m i n e r ' s  r e v i e w  b e g i n  t h e  a s s e s s m e n t  o f  t h e  p r o g r a m s  i n  c o n s u l t a t i o n  w i t h  t h e  
D e p a r t m e n t  F a c u l t y  a n d  t h e  D e a n .  
D e v e l o p ,  i n  c o n s u l t a t i o n  w i t h  t h e  D e a n  a n d  t h e  d e p a r t m e n t  l o n g  r a n g e  g o a l s  t o  
a d d r e s s  t h e  r e s u l t s  o f  t h e  a s s e s s m e n t .  ( S t r a t e g i c  P l a n )  T h e s e  a r e  t h e  d e s i r e d  
l o n g  r a n g e  d i r e c t i o n s  o r  e n d  r e s u l t s  w h i c h  a r e  t o  b e  s o u g h t .  I n c l u d e  h e r e  a  
d e s c r i p t i o n  o f  a d d i t i o n a l  r e s o u r c e s  n e c e s s a r y  a s  r e f l e c t e d  b y  t h e  g o a l s .  
D e v e l o p ,  i n  c o n s u l t a t i o n  w i t h  t h e  D e a n ,  o b j e c t i v e s  f o r  t h e  f o l l o w i n g  y e a r ,  t h a t  
i s ,  s h o r t - r a n g e  s t e p s  t h a t  l e a d  t o  t h e  a c c o m p l i s h m e n t  o f  t h e  g o a l s  e s t a b l i s h e d  
a b o v e .  T h e s e  s h o u l d  b e  e s t a b l i s h e d  i n  a s  f a r  a s  e x i s t i n g  r e s o u r c e s  p e r m i t .  
S u b m i t  t h e  a s s e s s m e n t ,  t h e  g o a l s ,  a n d  t h e  o b j e c t i v e s  t o  t h e  D e a n  a n d  t h e  O f f i c e  
o f  A c a d e m i c  A f f a i r s .  B a s e d  o n  r e v i e w  p r o c e d u r e s  e s t a b l i s h e d  b y  t h e  O f f i c e  o f  
A c a d e m i c  A f f a i r s ,  t h e  d e p a r t m e n t  w i l l  r e c e i v e  a  w r i t t e n  r e s p o n s e  s e p a r a t e l y  o r  
a s  p a r t  o f  a  l a r g e r  p l a n n i n g  d o c u m e n t  e s t a b l i s h e d  i n  t h e  c o n t e x t  o f  t h e  
S t r a t e g i c  P l a n .  
P o s t  R e v i e w  Y e a r  O n e  
A t  t h e  b e g i n n i n g  o f  
d e p a r t m e n t  f a c u l t y  a  
p r e v i o u s  S p r i n g .  
t h e  F a l l  q u a r t e r  e s t a b l i s h  
p r o c e s s  t o  a c c o m p l i s h  t h e  
i n  c o n s u l t a t i o n  w i t h  t h e  
o b j e c t i v e s  e s t a b l i s h e d  t h e  
B a s e d  o n  t i m e l i n e s  t o  b e  e s t a b l i s h e d  w r i t e  t h e  A n n u a l  R e p o r t  i n  c o n s u l t a t i o n  
w i t h  d e p a r t m e n t  f a c u l t y  u s i n g  t h e  f o l l o w i n g  o r g a n i z a t i o n a l  o u t l i n e :  
1 .  F i v e  Y e a r  R e v i e w  U p d a t e  
W r i t e  a n  a s s e s s m e n t  f o r  t h e  o b j e c t i v e s  e s t a b l i s h e d  f o r  t h e  y e a r .  I n c l u d e  
a l t e r n a t i v e s  t h a t  h a d  t o  b e  a d o p t e d  a n d  w h y .  
2 .  H i s t o r i c a l  S k e t c h  
W r i t e  a  b r i e f  d e p a r t m e n t a l  h i s t o r y  i n c l u d i n g  c o r p o r a t e  f a c u l t y  p r o f e s s i o n a l  
a n d  a c a d e m i c  a c h i e v e m e n t s ,  ( I n d i v i d u a l  p r o g r e s s  i s  i n c l u d e d  i n  t h e  f a c u l t y  
m e m b e r ' s  a n n u a l  r e p o r t . )  s t u d e n t  a c h i e v e m e n t s ,  c h a n g e s  o r  e x p e r i m e n t s  i n  
p e d a g o g i c a l  t e c h n i q u e s  a n d  c h a n g e s  o r  r e v i s i o n s  i n  c u r r i c u l u m .  T h e r e  i s  n o  
n e e d  t o  r e p e a t  m a t e r i a l  i n c l u d e d  i n  A .  a b o v e .  
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3. A Scan of the Environment 
Write an overview of the discipline or area including trends, changes in 
requirements, and/or developments that will affect your ability to achieve 
your goals. 
Review the report with departmental faculty and file copies with the 
appropriate Dean and the Office of Academic Affairs. 
Based on review procedures established by the Vice President for Academic 
Affairs, the department will receive a written response separately or as 
part of a larger planning document established in the context of the 
strategic plan. 
NOTE: It is assumed that statistical reports such as admissions, enrollment, 
credit hour production, number of majors, number of graduates, etc. are 
available or may be requested from Institutional Research and need not be 
appended, but may be referred to as evidence. 
Post Review Year Two 
At the beginning of the academic year review the response ( s) to the annual 
report, the department's five year goals and develop, in consultation with 
Department Faculty and the Dean, objectives for the year recognizing changes in 
resource allocation or goals. 
Repeat process in Post Review Year One. 
Post Review Year Three 
Repeat process in Post Review Year Two . 
Post Review Year Four 
Repeat process in Post Review Year Three. 
This annual report should also address itself to an assessment of the 
achievement of the GOALS established at the beginning of the cycle with 
recommendations to the administration developed in consultation with the Dean. 
Make recommendations for the processes to be used in the development of the Five 
Year Program Review(s) for the ensuing year. [M&C 5/15/92) 
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P R O G R A M  R E V I E ' i l ,  F I V E - Y E A R  
H S U S  C H A N C E L L O R ' S  P R O C E D U R E S  ( A P P - 1 )  
A u t h o r i t y / P u r p o s e  
T h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  B o a r d  e s t a b l i s h e d  t h i s  p o l i c y  t o  a s s u r e  p e r i o d i c  
r e v i e w  o f  a l l  a c a d e m i c  p r o g r a m s  a n d  t h o s e  p r o g r a m s  s u p p o r t i v e  o f  t h e  a c a d e m i c  
e n t e r p r i s e  a c c o r d i n g  t o  S y s t e m  a n d  u n i v e r s i t y  p r o c e d u r e s .  
R e s p o n s i b i l i t y  o f  t h e  U n i v e r s i t y  
E a c h  u n i v e r s i t y  s h a l l ,  i n  c o n s u l t a t i o n  w i t h  t h e  C h a n c e l l o r ,  d e v e l o p  a  p r o c e d u r e  
f o r  r e v i e w i n g  e a c h  p r o g r a m  i n  t h e  u n i v e r s i t y  a t  l e a s t  o n c e  e v e r y  f i v e  y e a r s .  
S u c h  r e v i e w  s h a l l  f o c u s  o n  a s s e s s m e n t  o f :  
1 .  Q u a l i t y  o f  t h e  p r o g r a m ,  i n c l u d i n g  a p p r o p r i a t e  l i b r a r y  a n d  c o m p u t e r  
f a c i l i t i e s  a n d  m a t e r i a l s  r e q u i r e d  f o r  t h e  p r o g r a m ;  g u i d e l i n e s  e s t a b l i s h e d  b y  
l e a r n e d  s o c i e t i e s ;  e f f e c t s  o f  t h e  p r o g r a m  i n c l u d i n g  p e r f o r m a n c e ,  e m p l o y m e n t ,  
a n d  s a t i s f a c t i o n  o f  g r a d u a t e s .  
2 .  Q u a l i t y  o f  t h e  f a c u l t y  b a s e d  o n  t h e i r  p r o f e s s i o n a l  t r a i n i n g  a n d  e x p e r i e n c e s  
a s  w e l l  a s  a p p r o p r i a t e  c o n t i n u i n g  s c h o l a r s h i p  i n  t h e i r  d i s c i p l i n e .  
3 .  P r o g r a m  n e e d :  r e s p o n s e  t o  l o c a l ,  r e g i o n a l ,  s t a t e  a n d  n a t i o n a l  n e e d s  
r e s u l t i n g  f r o m  c h a n g i n g  e c o n o m i c ,  c u l t u r a l ,  s o c i a l ,  a n d  o t h e r  
c h a r a c t e r i s t i c s ,  i n c l u d i n g  o c c u p a t i o n a l  d e m a n d s  a n d  o p p o r t u n i t i e s ,  
p r o f e s s i o n a l  s k i l l  r e q u i r e m e n t s  f o r  n e w  a n d  c o n t i n u i n g  p e r s o n n e l ,  s o c i e t a l  
d e m a n d s .  
4 .  C o n t r i b u t i o n  o f  t h e  p r o g r a m  i n  m e e t i n g  t h e  c h a n g i n g  n e e d s  o f  t h e  s t u d e n t ,  
t h e  u n i v e r s i t y ,  c o m m u n i t y ,  a n d  r e g i o n  w i t h i n  t h e  c o n t e x t  o f  t h e  u n i v e r s i t y ' s  
s t a t e d  m i s s i o n .  
5 .  C o s t  a n d  f i s c a l  m a n a g e m e n t  o f  t h e  p r o g r a m .  
6 .  O t h e r  r e l e v a n t  c o n c e r n s .  
T h e  u n i v e r s i t i e s  s h a l l  i n  t h e i r  n o r m a l  r e v i e w  o f  e n r o l l m e n t  i n  a c a d e m i c  p r o g r a m s  
e x a m i n e  t h o s e  w i t h  z e r o ,  p e r s i s t e n t l y  l o w ,  o r  d e c l i n i n g  e n r o l l m e n t s .  L o w  
e n r o l l m e n t  p r o g r a m s  t h a t  r e p r e s e n t  s u b s t a n t i a l  c o s t  t o  t h e  i n s t i t u t i o n ,  h a v e  
b e e n  i m p l e m e n t e d  f o r  a t  l e a s t  t w o  f u l l  a c a d e m i c  y e a r s ,  a r e  i n d e p e n d e n t  o f  o t h e r  
p r o g r a m  o f f e r i n g s ,  o r  a r e  n o t  n e e d e d  b y  s t u d e n t s  t o  s a t i s f y  s t a t e  l i c e n s u r e  
r e q u i r e m e n t s  o r  o t h e r  e x t e r n a l  r e q u i r e m e n t s  s h o u l d  b e  r e v i e w e d  a n d  r e c o m m e n d e d  
t o  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  B o a r d  f o r  s u s p e n s i o n  o r  d i s c o n t i n u a t i o n .  
I n  r e c o g n i z i n g  t h e  s t a t e d  r e g i o n a l  m i s s i o n  o f  e a c h  u n i v e r s i t y  w i t h i n  t h e  s y s t e m  
a n d  t h e  a u t o n o m o u s  r o l e  r e q u i r e d  t o  m e e t  t h a t  m i s s i o n ,  t h e  r e v i e w  s h a l l  b e  
c o n s i s t e n t  w i t h  e a c h  u n i v e r s i t y ' s  p l a n s  f o r  e x i s t i n g  p r o g r a m  r e v i e w .  T h e  
f o l l o w i n g  g u i d e l i n e s  a r e  t o  b e  u s e d  b y  e a c h  u n i v e r s i t y  i n  p r o p o s i n g  p l a n s  f o r  
t h e  r e v i e w  o f  e x i s t i n g  p r o g r a m s .  A n  a c a d e m i c  p r o g r a m  i s  d e f i n e d  a s  a  
p r o g r a m / c l u s t e r  o f  p r o g r a m s  o f f e r e d  b y  a  d e p a r t m e n t  i n  r e l a t e d  d i s c i p l i n e s  o r  b y  
d e p a r t m e n t s  o f f e r i n g  i n s t r u c t i o n  t o  s t u d e n t s  w i t h  s i n g l e  c a r e e r  o b j e c t i v e s .  
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1 . Each university's plan for program review adopted after local meet and 
confer should meet the following objectives: 
a. The review should describe the level of quality in programs as it 
relates to national, state or regional needs of graduates for higher 
education in this field; and the measures used to measure them. It will 
include information about curriculum, faculty, program costs, fiscal 
management, space, equipment, and other resources. 
b. The review should contribute to improvement by describing the curriculum 
and faculty in terms of the changing dimensions of the discipline ( s), 
changing needs of graduates and their employers, and directions of other 
programs in peer institutions in the nation. 
c. The review should assume existing resources for the program and current 
rates of funding per student. It should indicate what, if any, parts of 
the program(s) are so significantly under-funded that they should be 
suspended until additional funds are available. 
d. The review should help the university make informed decisions about 
developing new programs or eliminating existing academic programs. 
e. The review of the program should respond to concerns raised by NCA in 
its institutional accreditation reports as well as those concerns raised 
in reports by specialized accrediting agencies. 
f. The review should encourage communication about curriculum and program 
issues across the universities in the system. 
g. The review should clearly distinguish between graduate and undergraduate 
programs. 
2. Methods of review will be utilized that: 
3. 
a. Support the objectives above. 
b. Involve persons external to the academic programs who are knowledgeable 
and objective. 
Below are illustrations of levels of 
on institutional and program need. 
self-study. Appropriate levels of 
discussion at local meet and confer 
initiation of a given review. 
review that may be selected depending 
All levels of review begin in a 
review will be determined after 
in the academic year prior to the 
Level I. Internal to the university, but external to the program. 
a. Self-study written comment and exit interview, single reviewer. 
b. Self-study program visit, written comment and exit interview, team of 
reviewers composed of persons from various disciplines. 
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L e v e l  I I .  E x t e r n a l  t o  t h e  u n i v e r s i t y ,  b u t  i n t e r n a l  t o  t h e  M i n n e s o t a  S t a t e  
U n i v e r s i t y  B o a r d  a s  a b o v e .  
a .  S e l f - s t u d y  w r i t t e n  c o m m e n t  a n d  e x i t  i n t e r v i e w ,  s i n g l e  r e v i e w e r  f r o m  
a n o t h e r  u n i v e r s i t y  i n  t h e  s y s t e m .  
b .  S e l f - s t u d y  w r i t t e n  c o m m e n t s  a n d  e x i t  i n t e r v i e w  b y  t e a m  o f  r e v i e w e r s  f r o m  
o t h e r  u n i v e r s i t i e s  i n  t h e  s y s t e m .  
L e v e l  I I I .  E x t e r n a l  b o t h  t o  t h e  u n i v e r s i t y  a n d  t h e  s y s t e m .  
a .  S e l f - s t u d y  p r o g r a m  v i s i t ,  w r i t t e n  c o m m e n t  a n d  e x i t  i n t e r v i e w ,  s i n g l e  
r e v i e w e r  f r o m  a  p e e r  o r  a s p i r a n t  i n s t i t u t i o n .  
b .  S e l f - s t u d y  p r o g r a m  v i s i t ,  w r i t t e n  c o m m e n t s  a n d  e x i t  i n t e r v i e w s ,  
r e v i e w e r s  f r o m  m o r e  t h a n  o n e  p e e r  o r  a s p i r a n t  i n s t i t u t i o n .  
c .  S e l f - s t u d y  v i s i t  b y  p r o g r a m  t e a m  t o  a  p e e r  o r  a s p i r a n t  i n s t i t u t i o n ;  
w r i t t e n  r e p o r t  b y  t e a m  o n  f i n d i n g s  a n d  f u t u r e  r e c o m m e n d a t i o n s .  
L e v e l  I V .  N o r m a l l y ,  s p e c i a l i z e d  a c c r e d i t a t i o n  ( N C A T E ,  A A C S B ,  e t c . )  w i l l  b e  
a n  a p p r o p r i a t e  s u b s t i t u t e  f o r  L e v e l s  I ,  I I ,  o r  I I I .  
4 .  C r i t e r i a  f o r  u n i v e r s i t y  s e l e c t i o n  o f  p r o g r a m s  t o  b e  r e v i e w e d  a n d  m i n i m u m  
s t a n d a r d s  f o r  f r e q u e n c y  o f  r e v i e w .  
a .  E a c h  p r o g r a m  s h a l l  b e  r e v i e w e d  i n  a  L e v e l  I  o r  L e v e l  I I  r e v i e w  o n c e  
e v e r y  f i v e  y e a r s .  
b .  E a c h  p r o g r a m  s h a l l  e i t h e r  b e  r e v i e w e d  a s  a  s i n g l e  p r o g r a m  o r  c l u s t e r  i n  
a  L e v e l  I I I  o r  L e v e l  I V  r e v i e w  o n c e  i n  e v e r y  t e n - y e a r  c y c l e .  
c .  P r o g r a m s  n e w l y  a p p r o v e d  b y  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  B o a r d  s h a l l  b e  
r e v i e w e d  w i t h i n  f i v e  y e a r s  a f t e r  t h e i r  f i r s t  c l a s s  h a s  g r a d u a t e d .  
d .  
D e p a r t m e n t s  a b o u t  t o  p r o p o s e  n e w  p r o g r a m s  s h a l l  
e x i s t i n g  p r o g r a m s  p r i o r  t o  p r o p o s a l  o f  n e w  o n e s  
p r o g r a m s  p r o p o s e d  a f t e r  F a l l  1 9 9 2 ) .  
u n d e r g o  r e v i e w  o f  
( e f f e c t i v e  f o r  n e w  
e .  P r o g r a m s  t h a t  e x p e r i e n c e  r a p i d  e n r o l l m e n t  g r o w t h  o r  d e c l i n e  
d i s p r o p o r t i o n a t e  t o  t h e  u n i v e r s i t y ' s  o v e r a l l  g r o w t h  o r  d e c l i n e  m a y  b e  
s e l e c t e d  f o r  r e v i e w  w i t h i n  t h r e e  y e a r s  o f  a  t r e n d  i n  e i t h e r  d i r e c t i o n  
a f t e r  d i s c u s s i o n  a t  l o c a l  m e e t  a n d  c o n f e r .  
f .  P r o g r a m s  t h a t  e x p e r i e n c e  l o w  o r  d e c l i n i n g  e n r o l l m e n t  a s  d e f i n e d  b y  H E C B  
s h a l l  b e  i d e n t i f i e d  f o r  r e v i e w  w i t h i n  t h r e e  y e a r s  o f  a  t r e n d  ( t h r e e  
y e a r s )  a n d  r e p o r t e d  a t  l o c a l  m e e t  a n d  c o n f e r .  
5 .  A  s c h e d u l e  o f  a l l  r e v i e w s  o f  e x i s t i n g  p r o g r a m s  s h a l l  b e  s u b m i t t e d  t o  t h e  
M i n n e s o t a  S t a t e  U n i v e r s i t y  B o a r d  a n n u a l l y  a n d  c o p i e s  o f  t h e  f i n a l  r e v i e w  
s h a l l  b e  m a d e  a v a i l a b l e  o n  r e q u e s t  t o  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  B o a r d .  
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Required Reports 
Each year, a schedule of all reviews of existing programs shall be submitted to 
the Minnesota State University Board via the Vice Chancellor for Academic 
Affairs. Summaries of the program review shall be provided to the Minnesota 
State University Board by the Chancellor annually. Copies of the full review 
shall be available to the Minnesota State University Board on request. 
Analysis of programs with zero, low, or declining enrollments should normally 
occur every three years with recommendation to the Minnesota State University 
Board following within six months. [M&C 5/15/92] 
REPEATING COURSES 
When a course is repeated, only the higher grade will be used to compute the 
student's grade point average. However, repeating a course more than once will 
result in the removal of only one previous grade from the student's GPA 
. computation. 
To assure that the GPA is correct, the student must submit a "Notice of Repeated 
Course • form at the Records Office. All course attempts will remain on the 
student's permanent academic record. 
A student may not repeat a course to improve a previous grade of "C" or better 
in that course. Such registration will be treated as an audit. (M&C 5/15/92] 
SATISFACTORY ACADEMIC PROGRESS STANDARDS 
FOR RECEIPT OF FINANCIAL AID 
Federal and State regulations require that all students maintain satisfactory 
academic progress toward completion of the requirements for a degree or 
certificate to receive student financial aid. The following standards, specified 
by the Higher Education Amendments of 1986 (Public Law 99-498, Section 484 (c)), 
are effective with enrollment beginning Fall 1990. 
Satisfactory Academic Progress Standards for receipt of student financial aid 
apply to all students, including graduate students, whether or not they are 
currently receiving any student aid. If the students is otherwise ineligible for 
financial aid, the progress standards will not immediately affect them. They 
will continue to be informed of any unsatisfactory progress in the event that 
they apply or become eligible for financial aid in the future. 
Failure to maintain satisfactory progress will result in ineligibility for the 
following financial aid programs: Pell Grant, Supplemental Educational 
Opportunity Grant (SEOG), Perkins Loan (formerly NDSL), College Work-Study, 
Guaranteed Student Loan (GSL), PLUS, SELF, and Supplemental Loans, Minnesota 
State Grant, and Indian Scholarships. Monitoring of the student's academic 
progress is evaluated yearly. They will be advised of their status by letter if 
they fail to meet the standards. 
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M i n i m u m  S a t i s f a c t o r y  P r o g r e s s  S t a n d a r d s  
G r a d e  P o i n t  A v e r a g e  
1 .  S t u d e n t s  w i l l  b e  r e q u i r e d  t o  m a i n t a i n  t h e  f o l l o w i n g  m i n i m u m  G P A  
r e q u i r e m e n t s :  
a .  
1 . 6  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  2 4  c r e d i t s .  
b .  
1 . 9  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  6 0  c r e d i t s .  
c .  
2 . 0  c u m u l a t i v e  G P A  a f t e r  h a v i n g  b e e n  e n r o l l e d  f o r  1 3 5  c r e d i t s .  
d .  G r a d u a t e  
s t u d e n t s  n e e d  a  m i n i m u m  3 . 0 0  G P A  t o  g r a d u a t e  a n d  m u s t  m e e t  a l l  
o t h e r  r e q u i r e m e n t s  a s  s t a t e d  i n  t h e  c u r r e n t  g r a d u a t e  b u l l e t i n .  
2 .  R e f e r  t o  t h e  B u l l e t i n  f o r  c o m p l e t e  U n i v e r s i t y  p o l i c y  r e g a r d i n g  m i n i m u m  
s t a n d a r d s .  A l l  a p p e a l s  r e g a r d i n g  G P A  s h o u l d  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  
A c a d e m i c  A f f a i r s  f o r  r e v i e w ,  p h o n e  2 3 6 - 2 7 6 5 .  [ M & C  5 / 1 5 / 9 2 ]  
S E N I O R  C I T I Z E N S  
M i n n e s o t a  r e s i d e n t s  a g e  6 2  o r  o v e r  m a y  e i t h e r  ( a )  a t t e n d  c l a s s  f r e e  w i t h o u t  
c r e d i t  o r  ( b )  r e c e i v e  c r e d i t  b y  p a y m e n t  o f  a n  a d m i n i s t r a t i v e  f e e  o f  $ 6 . 0 0  p e r  
c r e d i t  i f  s p a c e  i s  a v a i l a b l e  a f t e r  a l l  t u i t i o n  p a y i n g  s t u d e n t s  a r e  e n r o l l e d .  I f  
y o u  w i s h  c r e d i t ,  ( a )  f i l l  o u t  t h i s  f o r m ;  ( b )  s h o w  e v i d e n c e ,  s u c h  a s  d r i v e r ' s  
l i c e n s e ,  t o  y o u r  i n s t r u c t o r  t o  c e r t i f y  y o u r  b i r t h  d a t e ;  ( c )  s e c u r e  i n s t r u c t o r ' s  
s i g n a t u r e .  ( M & C  5 / 1 5 / 9 2 ]  
S T U D E N T  A B S E N C E S  
S t u d e n t s  a r e  e x p e c t e d  t o  a t t e n d  a l l  c l a s s  m e e t i n g s  u n l e s s  t h e y  a r e  i l l  o r  
o f f i c i a l l y  e x c u s e d  a s  t h e  r e s u l t  o f  p a r t i c i p a t i o n  i n  a  c o l l e g e  f u n c t i o n .  
H o w e v e r ,  f a c u l t y  m e m b e r s  m a y  o r  m a y  n o t  t a k e  r o l l  i n  t h e i r  c l a s s e s  a n d  t h e y  m a y  
o r  m a y  n o t  l o w e r  t h e  m a r k s  o f  s t u d e n t s  f o r  t h e  s o l e  r e a s o n  o f  u n e x c u s e d  
a b s e n c e s .  I f  a  f a c u l t y  m e m b e r  h a s  a  p r a c t i c e  o f  p e n a l i z i n g  f o r  n o n a t t e n d a n c e ,  
h e / s h e  m u s t  ( a )  a n n o u n c e  t h e  p o l i c y  r e g a r d i n g  p e n a l t y  f o r  n o n a t t e n d a n c e  a t  t h e  
f i r s t  c l a s s  m e e t i n g  o f  t h e  q u a r t e r ,  ( b )  n o t  p e n a l i z e  t h e  s t u d e n t  f o r  
n o n a t t e n d a n c e  u n l e s s  t h e  s t u d e n t  i s  a b s e n t  w i t h o u t  o f f i c i a l  e x c u s e  m o r e  c l a s s  
p e r i o d s  d u r i n g  t h e  q u a r t e r  t h a n  t h e  n u m b e r  o f  p e r i o d s  t h e  c l a s s  m e e t s  e a c h  w e e k  
( o r  m o r e  t h a n  t w o  c l a s s  p e r i o d s  d u r i n g  a  s u m m e r  s e s s i o n ) ,  a n d  ( c )  s u b m i t  i n  
w r i t i n g  t o  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  t h e  e x p l i c i t  p o l i c y  
s t a t e m e n t .  
I n  c a s e s  o f  i n d i v i d u a l  a b s e n c e  d u e  t o  i l l n e s s ,  a  f a c u l t y  m e m b e r  m a y  c a l l  t h e  
H e a l t h  S e r v i c e  f o r  v e r i f i c a t i o n  t h a t  a n  i l l n e s s  c a u s e d  t h e  a b s e n c e .  I n  c a s e s  o f  
f a m i l y  e m e r g e n c y ,  m i l i t a r y  o b l i g a t i o n s ,  o r  o t h e r  u n a v o i d a b l e  c a u s e s  o f  a b s e n c e  
t h e  s t u d e n t  s h o u l d  c o n s u l t  t h e  O f f i c e  o f  S t u d e n t  S e r v i c e s  o r  R e g i s t r a r .  
T h e r e  w i l l  b e  f r o m  t i m e  t o  t i m e  g r o u p s  o f  s t u d e n t s  a b s e n t  f r o m  c l a s s  b e c a u s e  o f  
p a r t i c i p a t i o n  i n  s t u d e n t  a c t i v i t i e s .  B e f o r e  s u c h  a n  e v e n t  c a n  b e  s c h e d u l e d ,  i t  
m u s t  b e  a p p r o v e d  b y  t h e  a p p r o p r i a t e  d e a n  o r  v i c e  p r e s i d e n t  a t  l e a s t  t w o  w e e k s  
p r i o r  t o  t h e  e v e n t .  C o u r s e - r e l a t e d  e v e n t s ,  s u c h  a s  f i e l d  t r i p s ,  m u s t  b e  a p p r o v e d  
b y  t h e  d e p a r t m e n t  c h a i r p e r s o n .  S c h e d u l e d  e v e n t s  t h a t  c o n f l i c t  w i t h  r e g u l a r l y  
s c h e d u l e d  f i n a l  e x a m i n a t i o n s  m u s t  b e  a p p r o v e d  b y  t h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  
A f f a i r s .  
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Vhen an event has been officially scheduled a list of participants must be sent 
at least one week prior to the date of the event by the advisor or faculty 
member responsible to all concerned faculty. Absences of students on these 
participant lists will be regarded as excused absences. Within the limits of 
feasibility, an excused absence assures a student of the right to make up the 
class requirement missed. The nature, time and place of the make-up work is at 
the discretion of the instructor involved. It is the student's responsibility to 
consult with the instructor regarding the make-up requirements prior to the 
absence, except in cases of emergency. 
If the required work seems to be excessive or arbitrary, the student has the 
right of appeal to the Committee on Student Academic Appeals. [M&C 5/15/92) 
STUDENT CONDUCT CODE 
The official university conduct statement sets forth conduct standards, examples 
of violating acts, probable sanctions that may be expected and the procedure to 
be followed when the policy is violated. See the Student Policy Handbook for the 
Conduct Statement of the University or contact the Associate Dean of Students, 
Comstock Memorial Union 224, phone 236-2524. [M&C 5/15/92) 
SUSPENSION POLICY 
Moorhead State University's suspension policy requires students to achieve the 
following cumulative grade point averages at the points indicated: 
24 or more attempted credits, including at least 12 credits with grades 
other than S -- 1.60* 
60 or more attempted credits -- 1.90 
135 or more attempted credits -- 2.00 
Attempting credits includes all courses on the student's record, including 
withdrawals, repeated courses, and incompletes. 
A student who falls below these standards is subject to suspension; i.e., could 
be suspended at the end of the current quarter. Transfer credits are included 
in the attempted credit number, but only Moorhead State courses are computed in 
the student's GPA. 
Students who are subject to suspension may not pre-register for any quarter. 
Students who are subject to suspension are eligible to continue enrollment at 
MSU beyond the current quarter if they either (1) raise their cumulative GPA to 
the appropriate minimum listed above by the end of the quarter, or (2) attain a 
quarterly GPA of 2.25. Students whose quarterly GPA is 2.00-2.24 may appeal. 
Students subject to suspension who do not fulfill either of these requirements 
are suspended for three quarters. They may appeal to the Suspension Appeals 
Committee for reinstatement before the suspension is completed, but at least one 
quarter of suspension is mandatory. A second suspension is normally permanent, 
with a minimum of one full year of suspension required. 
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A l l  s t u d e n t s  w h o  b e c o m e  s u b j e c t  t o  s u s p e n s i o n  a r e  i m m e d i a t e l y  n o t i f i e d  o f  t h e i r  
s t a t u s  o n  t h e i r  q u a r t e r l y  g r a d e  r e p o r t s .  T h e y  a l s o  r e c e i v e  l e t t e r s  e x p l a i n i n g  
M S U ' s  s u s p e n s i o n  p o l i c y ,  s p e c i f y i n g  w h a t  t h e y  m u s t  a c h i e v e  t o  c o n t i n u e  
e n r o l l m e n t  a f t e r  t h e  e n d  o f  t h e  c u r r e n t  q u a r t e r .  S t u d e n t s  s u b j e c t  t o  s u s p e n s i o n  
m a y  n o t  p r e - r e g i s t e r  f o r  t h e  n e x t  q u a r t e r .  
A l l  s t u d e n t s  w h o s e  G P A  i s  b e l o w  2 .  0 0  a r e  c o n s i d e r e d  i n  p o t e n t i a l  a c a d e m i c  
d i f f i c u l t y  a n d  a r e  n o t i f i e d  b y  t h e  w o r d s  " a c a d e m i c  w a r n i n g •  p r i n t e d  o n  t h e i r  
g r a d e  r e p o r t s .  
*  B e c a u s e  N e w  C e n t e r  s t u d e n t s  o f t e n  t a k e  o n l y  M D S  c o u r s e s  t h e i r  f i r s t  f e w  
q u a r t e r s  a n d  M D S  c o u r s e s  y i e l d  n o  g r a d e  p o i n t s ,  N e w  C e n t e r  s t u d e n t s  c a n n o t  
b e c o m e  s u b j e c t  t o  s u s p e n s i o n  u n t i l  t h e y  h a v e  e n r o l l e d  f o r  a t  l e a s t  1 2  
c r e d i t s  o f  g r a d e d  ( o t h e r  t h a n  S )  c o u r s e s .  A  c o m p l e t e  e x p l a n a t i o n  o f  
s a t i s f a c t o r y  a c a d e m i c  p r o g r e s s  r u l e s  f o r  N e w  C e n t e r  s t u d e n t s  i s  a v a i l a b l e  i n  
t h e  N e w  C e n t e r  f o r  M u l t i - D i s c i p l i n a r y  S t u d i e s  S t u d e n t  H a n d b o o k .  
( M & C  5 / 1 5 / 9 2 ]  
l l i T H D R A l l A L  F R O M  E N R O L L M E N T  
T o  w i t h d r a w  f r o m  t h e  e n r o l l e d  c o u r s e s ,  a  s t u d e n t  m u c h  c o m p l e t e  t h e  S t u d e n t  
W i t h d r a w a l  f o r m  a v a i l a b l e  f r o m  t h e  C o u n s e l i n g  C e n t e r .  
A  s t u d e n t  w h o  w i t h d r a w s  w i t h o u t  f o l l o w i n g  t h i s  p r o c e d u r e  w i l l  r e c e i v e  a  g r a d e  o f  
" F "  i n  e a c h  c o u r s e .  
• v •  g r a d e s  c a n n o t  b e  g r a n t e d  i f  t h e  w i t h d r a w a l  t a k e s  p l a c e  l a t e r  t h a n  t h e  n o r m a l  
w i t h d r a w a l  d e a d l i n e  o f  t h e  q u a r t e r .  
A n y  r e f u n d  o f  t u i t i o n  
" R e f u n d  o f  P a y m e n t s . •  
o r  f e e s  w i l l  b e  a c c o r d i n g  t o  t h e  s c h e d u l e  g i v e n  u n d e r  
( M & C  5 / 1 5 / 9 2 ]  
l l O R K S H O P S  
T h e  M S U S  C h a n c e l l o r ' s  P r o c e d u r e s  o n  A c a d e m i c  P r o g r a m  P o l i c y  h a n d b o o k  s h a p e s  t h e  
d e f i n i t i o n  o f  • w o r k s h o p •  f o r  a l l  c a m p u s e s  i n  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  
S y s t e m .  I t  r e a d s  a s  f o l l o w s :  
" A P P - 4 - 2 0  D e f i n i t i o n  
P r o c e d u r e :  S u g g e s t i o n s  f o r  c u r r i c u l a  m a y  b e  i n t r o d u c e d  b y  e i t h e r  a n  
a c a d e m i c  d e p a r t m e n t  o r  p r o g r a m ,  o r  a  d e a n ,  a n d  w i l l  b e  c o n s i d e r e d  i n  
a c c o r d a n c e  w i t h  e a c h  u n i v e r s i t y ' s  e s t a b l i s h e d  p r o c e d u r e  f o r  c u r r i c u l a r  
r e v i s i o n .  I n  t h e  c a s e  o f  i n d i v i d u a l  i n - s e r v i c e  c o u r s e s ,  s e m i n a r s ,  
w o r k s h o p s  o r  s i m i l a r  k i n d s  o f  l e a r n i n g  e x p e r i e n c e s  w h i c h  a r e  i n t e n d e d  
t o  m e e t  t h e  n e e d s  o f  p a r t i c u l a r  p r o f e s s i o n a l  c l i e n t e l e ,  t h e  
a p p r o p r i a t e  d e a n  s h a l l ,  u p o n  d e s i g n a t i o n  b y  t h e  a c a d e m i c  v i c e  
p r e s i d e n t ,  b e  r e s p o n s i b l e  f o r  a u t h o r i z i n g  s u c h  o f f e r i n g s .  T h e  d e a n  
s h a l l  i n s u r e  t h a t  r e p r e s e n t a t i v e  c l i e n t e l e  t o  b e  s e r v e d  b y  t h e  
c o u r s e ( s )  h a v e  b e e n  c o n s u l t e d . "  
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"Criteria for Assigning Credit: Each state university shall apply the 
following criteria in determining the credit value of any graduate or 
undergraduate workshop, clinic, educational tour, or other similar 
educational experience: 
- A minimum of twelve teacher contact hours shall be required for each 
credit hour offered. 
- A maximum of two credits will be approved over one calendar week of 
class time (five to seven days). 
- A maximum of four credits will be approved over two calendar weeks 
of class time. 
- A maximum of one credit may be approved for each two days of class 
time with a maximum of two credits for each calendar week. 
- Credit courses extending beyond a two calendar week period of class 
time will be subject to the same contact hour requirements as courses 
offered during the regular academic year." 
How, then, are workshops defined in practice at Moorhead State University? The 
following practices and policies are to be used: 
1. Workshops are offered under the rubric of the sponsoring department with the 
numbers 199, 299, 399, 499, or 499g. 
2. Workshops offered for both undergraduate and graduate credit (499 and 499g 
in one offering) need to differentiate assignments and level of achievement 
required for "g" credit to be awarded. 
3. Workshops are meant to be "self-sustaining," and, in order to work with 
expenses connected with their offering, may charge fees in addition to 
standard tuition and fees. The budget is to be set in consultation between 
the offering department and the responsible administrator. Low enrollment 
workshops may result in a pro-rating of the instructor's salary. 
4. Graduate students may use a maximum of nine credits earned in a workshop 
format in a graduate degree program, subject to approval of the student's 
advisor, department chair, dean of the division and the graduate dean. 
5. In the workshop format, more of the content is covered in class sessions and 
less in outside readings or other assignments than in a regular course 
because of time constraints. Normally, however, readings and/or projects or 
papers are part of a workshop's design. 
6. Evaluation of student performance in a workshop is to be based both on 
participation in the classroom and on related outside work. 
7. Workshops utilize a variety of teaching methods and formats, 
focusing on "hands on" approaches, to insure that active learning 
the intensive and compressed class time. 
sometimes 
occurs in 
8. Information new to the field, whether theoretical or applied, is often 
offered in workshops designed to meet continuing professional education 
needs of clientele groups or other non-traditional audiences. Sound academic 
judgment should be used in determining what content should be offered and in 
what format. 
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A p p r o v e d  C u r r i c u l u m  C o u r s e s  i n  W o r k s h o p  F o r m a t  
W h e n  a  r e g u l a r  u n i v e r s i t y  c o u r s e  o f f e r i n g  i s  p r e s e n t e d  i n  a  c o m p r e s s e d  t i m e  
f r a m e ,  t h e  r u l e  o f  t h u m b  i s :  c o u r s e s  t h a t  a r e  o f f e r e d  i n  l e s s  t h a n  h a l f  t h e  
n o r m a l  q u a r t e r  o r  s u m m e r  s e s s i o n  t i m e  f r a m e  a r e  t o  b e  c o n s i d e r e d  a s  " w o r k s h o p  
f o r m a t . "  T h i s  m e a n s  t h e y  m u s t  t h e n  c o n f o r m  t o  t h e  t i m e  i n  c l a s s  p e r  c r e d i t  h o u r  
r u l e s  g o v e r n i n g  w o r k s h o p s  t o  i n s u r e  t h e y  p r e s e n t  t h e  o p p o r t u n i t y  f o r  e q u i v a l e n t  
i n s t r u c t i o n a l  m a t e r i a l  a n d  a s s i g n m e n t s  t o  b e  c o v e r e d .  T h e y  c o n t i n u e  t o  u s e  t h e  
r u b r i c  a n d  n u m b e r  o f  t h e  d e p a r t m e n t a l  c o u r s e  o f f e r i n g ,  h o w e v e r .  [ M & C  5 / 1 5 / 9 2 ]  
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PART I: POLICIES AND PRACTICES 
POLICY FOR COMMITTEE STRUCTURE 
Introduction 
The committee structure at Moorhead State is designed to provide the 
use of expertise in planning and decision making. By serving on 
committees, members contribute to recommendations that assist in 
carrying out the mission of the University. 
I. Definitions 
A. Committee. A committee is a group of people with a 
defined membership appointed annually (or as otherwise 
noted) to provide expertise and recommendations in a 
prescribed area of ongoing University activity. 
1. Institutional Committee. A committee that is 
appointed to consider areas and activities that have 
the potential to affect the academic community as a 
whole. 
2. Programmatic Committee. A committee that is 
appointed to consider curricular issues of programs 
that are approved through the established 
institutional process and for which two or more 
departments are responsible for offering the 
requisite coursework. 
3. Departmental Committee. A committee appointed by the 
department to consider issues internal to the 
department or to make recommendations on behalf of 
the department as a whole. 
4. Student Affairs Committee. A committee, a majority 
of whom are students, that considers areas and 
activities of primary importance to students and 
makes recommendations to the President or his/her 
designee concerning the same. 
B. Task Force. A task force is a group of people appointed 
to make recommendations to the President about an 
institutional concern. Upon submission and acknowledgment 
of recommendations a task force ceases to exist. 
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I I .  A p p o i n t m e n t  
A .  A l l  c o m m i t t e e s  a r e  a p p o i n t e d  i n  c o m p l i a n c e  w i t h  e x i s t i n g  
c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t s  a n d  e s t a b l i s h e d  
U n i v e r s i t y  p r o c e d u r e s .  
B .  T o  i n s u r e  c o n t i n u i t y ,  t h e  t e r m  f o r  c o m m i t t e e  a p p o i n t m e n t s  
s h a l l  b e  N o v e m b e r  1  - O c t o b e r  3 1 .  
C .  I n s t i t u t i o n a l  C o m m i t t e e s  h a v e  a  d e f i n e d  m e m b e r s h i p  
p r e s c r i b e d  a n d  e s t a b l i s h e d  b y  m u t u a l  a g r e e m e n t  o f  t h e  
f a c u l t y  a s s o c i a t i o n s  a n d  t h e  a d m i n i s t r a t i o n .  F a c u l t y  
m e m b e r s  o f  t h o s e  c o m m i t t e e s  a r e  a p p o i n t e d  b y  t h e  r e l e v a n t  
f a c u l t y  a s s o c i a t i o n  ( I F O / M S U A A S F )  a f t e r  c o n s u l t a t i o n  w i t h  
t h e  P r e s i d e n t .  M e m b e r s h i p  m a y  i n c l u d e  s t u d e n t s  a n d / o r  
a d m i n i s t r a t o r s  a n d / o r  s t a f f .  
D .  P r o g r a m m a t i c  C o m m i t t e e s  a r e  c o m p o s e d  o f  r e p r e s e n t a t i v e s  
f r o m  t h e  d e p a r t m e n t s  t h a t  o f f e r  t h e  r e q u i s i t e  c o u r s e w o r k  
f o r  t h e  p r o g r a m ,  f a c u l t y  a r e  a p p o i n t e d  u p o n  t h e  
r e c o m m e n d a t i o n  o f  t h e  P r e s i d e n t  o r  h i s / h e r  d e s i g n e e  i n  
c o n s u l t a t i o n  w i t h  t h e  f a c u l t y  a s s o c i a t i o n s  ( I F O / M S U A A S F ) .  
E .  D e p a r t m e n t a l  C o m m i t t e e s  a r e  a p p o i n t e d  t h r o u g h  p r o c e d u r e s  
d e m o c r a t i c a l l y  a g r e e d  u p o n  b y  t h e  d e p a r t m e n t .  
F .  S t u d e n t  A f f a i r s  C o m m i t t e e s  a r e  a p p o i n t e d  b y  t h e  P r e s i d e n t  
o r  h i s / h e r  d e s i g n e e  i n  c o n s u l t a t i o n  w i t h  t h e  S t u d e n t  
S e n a t e .  M e m b e r s h i p  m a y  i n c l u d e  f a c u l t y  a n d / o r  s t a f f  a s  
w e l l  a s  a d m i n i s t r a t o r s  r e s p o n s i b l e  f o r  t h e  a r e a  o f  
c o n s i d e r a t i o n .  
G .  T a s k  F o r c e s  a r e  a p p o i n t e d  b y  t h e  P r e s i d e n t  a f t e r  
a p p r o p r i a t e  c o n s u l t a t i o n  w i t h  f a c u l t y  a s s o c i a t i o n s  
( I F O / M S U A A S F ) .  
I I I .  A u t h o r i t y  - R e s p o n s i b i l i t y  
A .  A l l  c o m m i t t e e s  a n d  t a s k  f o r c e s  a r e  a d v i s o r y  t o  t h e  
P r e s i d e n t  o r  h i s / h e r  d e s i g n e e .  
B .  A l l  c o m m i t t e e s  s u b s c r i b e  t o  R o b e r t s '  R u l e s  o f  O r d e r .  
M i n u t e s  o f  a l l  c o m m i t t e e  m e e t i n g s  s h o u l d  b e  f i l e d  w i t h  t h e  
P r e s i d e n t  o r  h i s / h e r  d e s i g n e e  a n d  t h e  a p p o i n t i n g  
a u t h o r i t y .  
C .  A l l  c o m m i t t e e s  a n d  t a s k  f o r c e s  s h a l l  f i l e  a n  a n n u a l  r e p o r t  
w i t h  t h e  P r e s i d e n t  o r  h i s / h e r  d e s i g n e e  a n d  t h e  a p p o i n t i n g  
a u t h o r i t y .  
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Institutional Committee 
Academic Appeals 
Academic Policy Advisory Committee 
Admissions Appeals 
Advising 
Affirmative Action 
Cultural Diversity 
Faculty Development 
Financial Aid 
Financial Aid Appeals 
Global Studies 
Graduate Studies 
Grants 
Honors Program 
Individualized Major 
Institutional Research 
Landscaping 
Liberal Studies 
Parking 
Recruitment/Retention 
Scholarships 
Suspension Appeals 
Telecommunications 
Title IX 
Tuition Refund Appeals 
University Committee for Teacher Preparation 
University Events Coordination 
Convocations & Visiting Scholar 
Performing Arts 
Cultural Diversity Programs and Events 
Women's Studies 
Writing Center 
Programmatic Committee 
Criminal Justice 
Human Relations 
Indian Education 
Legal Assistant 
Master of Business Administration 
Master of Liberal Arts 
Master of Public and Human Service Administration 
Student Affairs Committee 
Bookstore 
Comstock Memorial Union 
Student Activities Budget 
Student Conduct 
Student Health Advisory 
Student Organization Advisory 
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PART II: LIST OF COMMITTEES 
List of Committees: 
Formation, Description, and Membership 
Academic Appeals Committee (10) 
Reports to: Vice President for Academic Affairs 
Description: This committee is responsible for reviewing student 
petitions for exemptions from academic requirements. The committee 
will reach a decision on each petition. If appealed, the decision 
will be reviewed by the Vice President for Academic Affairs (or 
designee), whose decision will be final. 
Membership: 4 students, 1 faculty from each division (4), 
Registrar, 1 Academic Affairs. 
Academic Policy Advisory Committee (22) 
Reports to: President 
Description: This committee advises the President on all matters 
of academic policy and practice. Recommendations are subject to 
review and meet and confer upon the request of the IFO Executive 
Board. 
Membership: Vice President for Academic Affairs, or designee 
(Chairperson), 6 Deans*, 1 MSUAASF, 3 faculty from each division 
(12), 2 students (*ex-officio members without vote). 
Admissions Appeals Committee (7) 
Reports to: Vice President for Student Affairs 
Description: This committee advises the Vice President for Student 
Affairs on the admissibility of prospective students, who have been 
denied admission for failure to meet University entrance 
requirements and have formally appealed the decision of the 
Admissions Office. 
Membership: Director of Counseling, Director of Admissions or 
designee, Director of New Center, 1 faculty from each other 
division (3), 1 MSUAASF. 
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A d v i s i n g  C o m m i t t e e  ( 9 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  p r o v i d e s  f a c u l t y  i n p u t  t o  t h e  p r o c e s s  
o f  e v a l u a t i n g  a n d  a d v i s i n g  o f  s t u d e n t s .  I t  i s  r e s p o n s i b l e  f o r  
r e l a y i n g  f a c u l t y  c o n c e r n s  r e g a r d i n g  a d v i s i n g  t o  A P A C  a n d  f o r  
s p e a k i n g  t o  t h e s e  c o n c e r n s  t h r o u g h  a p p r o p r i a t e  r e c o m m e n d a t i o n s .  
M e m b e r s h i p :  D i r e c t o r  o f  A d v i s i n g ,  C h a i r  o f  O r i e n t a t i o n  P r o g r a m ,  1  
f a c u l t y  f r o m  e a c h  d i v i s i o n  ( 4 ) ,  1  C o u n s e l i n g  C e n t e r ,  1  M S U A A S F ,  1  
l i a i s o n  f r o m  R e c r u i t m e n t  a n d  R e t e n t i o n  C o m m i t t e e .  
A f f i r m a t i v e  A c t i o n  C o m m i t t e e  ( 1 1 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  r e v i e w s  a n d  o v e r s e e s  t h e  a f f i r m a t i v e  
a c t i o n  p r o g r a m s  a n d  a d v i s e s  t h e  P r e s i d e n t  o f  t h e  U n i v e r s i t y  
r e g a r d i n g  a f f i r m a t i v e  a c t i o n  m a t t e r s .  
M e m b e r s h i p :  E E O ,  A A O ,  A D A  C o o r d i n a t o r ,  2  f a c u l t y ,  2  M S U A A S F ,  2  
C l a s s i f i e d ,  1  D e a n ,  1  s t u d e n t .  
B o o k s t o r e  C o m m i t t e e  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  i s  r e s p o n s i b l e  f o r  t h e  e s t a b l i s h m e n t  
o f  p o l i c i e s  r e g a r d i n g  t h e  o p e r a t i o n  o f  t h e  B o o k s t o r e  a n d  d e v e l o p s  
r e c o m m e n d a t i o n s  f o r  t h e  p r i c e s  a n d  e x p e n d i t u r e  o f  p r o f i t s  i n  t h e  
i n t e r e s t s  o f  g e n e r a l  s t u d e n t  w e l f a r e .  
M e m b e r s h i p :  ( S t u d e n t  A f f a i r s  C o m m i t t e e )  
C o m s t o c k  M e m o r i a l  U n i o n  C o m m i t t e e  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  r e c o m m e n d s  l o n g  a n d  s h o r t  t e r m  p l a n s  
f o r  t h e  U n i o n ,  d e v e l o p s  U n i o n  p o l i c i e s ,  a c t s  a s  a  s t u d e n t  b o d y  
r e s o u r c e  g r o u p ,  a n d  p a r t i c i p a t e s  i n  U n i o n  b u d g e t  d e v e l o p m e n t .  
C o m m i t t e e  r e c o m m e n d a t i o n s  f o r  p o l i c y  c h a n g e s  a n d  b u d g e t s  s h a l l  b e  
a p p r o v e d  b y  t h e  P r e s i d e n t  a n d  d i r e c t e d  t o  t h e  U n i o n  D i r e c t o r  f o r  
i m p l e m e n t a t i o n .  
M e m b e r s h i p :  
( S t u d e n t  A f f a i r s  C o m m i t t e e )  
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Criminal Justice Committee 
Reports to: Dean of Social and Natural Sciences 
Description: This committee develops and evaluates curriculum for 
the program, prior to review by APAC. It also makes 
recommendations on scheduling and staffing courses and on future 
directions for the program. 
Membership: (Programmatic Committee) 
Cultural Diversity Committee (9) 
Reports to: President 
Description: This committee monitors, reviews and makes 
recommendations to the President regarding the overall cultural 
diversity efforts of the university. These activities include such 
items as the review of curriculum related to cultural diversity, 
the examination of hiring practices, the assessment of levels of 
racism and the implementation of appropriate responses, the 
preparation of a cultural diversity budget, the determination of 
new cultural diversity goals and objectives, and the identification 
of special program needs. 
Membership: 3 Minority Student Affairs, 1 faculty from each 
division (4), 2 MSUAASF. 
Faculty Development Committee (9) 
Reports to: Vice President for Academic Affairs 
Description: This committee's primary role is to promote 
continuing professional growth in the faculty. It also oversees 
the operation of the faculty center and advises the director of the 
faculty center. It reviews proposals written by faculty members 
who seek funding from certain Professional Improvement funds and 
makes recommendations to the President. 
Membership: 1 Dean, Coordinator AV/TV, 1 Faculty Development 
Office, 1 Computer Services, 1 Library, 1 faculty from each 
division (4), 1 MSUAASF. 
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F i n a n c i a l  A i d  C o m m i t t e e  ( 1 0 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  s e r v e s  t o  r e v i e w  f i n a n c i a l  a i d  
a c t i v i t i e s  a n d  p r o c e d u r e s ,  a n d  t o  m a k e  r e c o m m e n d a t i o n s  f o r  t h e  
i m p r o v e m e n t  o f  s e r v i c e s  t o  s t u d e n t s  s e e k i n g  f i n a n c i a l  a i d .  
M e m b e r s h i p :  4  s t u d e n t s ,  2  F i n a n c i a l  A i d ,  1  B u s i n e s s  O f f i c e ,  2  
f a c u l t y ,  1  M S U A A S F .  
F i n a n c i a l  A i d  A p p e a l s  C o m m i t t e e  ( 7 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  r e v i e w s  a n d  d e t e r m i n e s  a  s t u d e n t ' s  
a p p e a l  o f  h e r / h i s  e l i g i b i l i t y  t o  r e c e i v e  f i n a n c i a l  a i d .  
M e m b e r s h i p :  1  A d m i n i s t r a t i v e  A f f a i r s ,  1  F i n a n c i a l  A i d ,  1  f a c u l t y  
f r o m  e a c h  d i v i s i o n  ( 4 ) ,  1  s t u d e n t .  
G l o b a l  S t u d i e s  C o m m i t t e e  ( 6 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  p r o v i d e s  a d v i c e  t o  A P A C  o n  c u r r i c u l a r  
p r o p o s a l s  ( o t h e r  t h a n  L i b e r a l  S t u d i e s  c o u r s e s )  i n v o l v i n g  
i n t e r n a t i o n a l / g l o b a l  c o n t e n t ;  p l a n s  a n d  c o o r d i n a t e s  
p r o g r a m s / c o n f e r e n c e s  o n  g l o b a l  i s s u e s ;  p l a n s  a n d  c o o r d i n a t e s  s t a f f  
d e v e l o p m e n t  a c t i v i t i e s  r e l a t e d  t o  i n t e r n a t i o n a l / g l o b a l  e d u c a t i o n ;  
p r o m o t e s  g l o b a l  s t u d i e s .  
M e m b e r s h i p :  1  f a c u l t y  f r o m  e a c h  d i v i s i o n  ( 4 ) ,  1  M S U A A S F ,  
I n t e r n a t i o n a l  P r o g r a m  C o o r d i n a t o r .  
G r a d u a t e  S t u d i e s  C o m m i t t e e  ( 1 4 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  a d v i s e s  t h e  G r a d u a t e  D e a n  a s  t o  s c o p e ,  
d i r e c t i o n  a n d  i n t e g r i t y  o f  t h e  g r a d u a t e  p r o g r a m .  I t  a p p r o v e s  
p o l i c i e s  a n d  p r o c e d u r e s ,  c o u r s e s  a n d  c o u r s e  c h a n g e s ,  a n d  p r o g r a m  
r e q u i r e m e n t s  r e l a t e d  t o  g r a d u a t e  p r o g r a m s ,  p r i o r  t o  r e v i e w  b y  A P A C .  
T h e  C o m m i t t e e  a l s o  m a k e s  r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t  o n  
m e m b e r s h i p  i n  t h e  g r a d u a t e  f a c u l t y .  
M e m b e r s h i p :  G r a n t s  O f f i c e r ,  2  f a c u l t y  f r o m  e a c h  d i v i s i o n  ( 8 ) ,  1  
M S U A A S F .  
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Grants Committee (10) 
Reports to: Vice President for Academic Affairs 
Description: This committee evaluates and makes recommendations to 
the Vice President of Academic Affairs and the Deans concerning 
faculty proposals for research or creative activity grants and for 
release time grants. 
Membership: Dean of Graduate Studies, 2 faculty from each division 
(8), 1 MSUAASF. 
Honors Program Committee (3) 
Reports to: Vice President for Academic Affairs 
Description: This committee works with the Honors Program 
Coordinator to develop the Honors Program including requirements 
for admission, topics for courses and seminars, and program 
evaluation. 
Membership: Honors Program Coordinator, 1 faculty from each 
division (4). 
Human Relations Committee 
Reports to: Dean of Education 
Description: This committee oversees the MSU Human Relations 
Program. It maintains compliance with the requirement set by the 
Minnesota Board of Teaching, evaluates courses for inclusion in the 
program, provides advice to the Director of Human Relations, and 
hears students' appeals regarding the substitution of coursework. 
Membership: (Programmatic Committee) 
Indian Education Committee (11) 
Reports to: Dean of Education 
Description: This committee makes recommendations to the President 
concerning the services the University provides for Indian 
students. Issues it addresses include recruitment and retention, 
curriculum, student services and staffing. It provides a liaison 
between the University and the Indian communities of White Earth, 
Fargo-Moorhead and the larger three state area. The Committee is 
required by law. 
Membership: (Programmatic Committee) 
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I n d i v i d u a l i z e d  M a j o r  C o m m i t t e e  ( 5 )  
R e p o r t s  t o :  D e a n  o f  I n s t r u c t i o n a l  R e s o u r c e s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  r e v i e w s  s t u d e n t  p l a n s  f o r  
i n d i v i d u a l i z e d  m a j o r s .  P r o p o s a l s  f o r  t h e s e  m a j o r s  a r e  d r a w n  u p  b y  
t h e  s t u d e n t  w i t h  t h e  h e l p  o f  a  m a j o r  a d v i s o r .  T h e  c o m m i t t e e  
r e v i e w s  t h e m  t o  b e  s u r e  t h a t  t h e y  m e e t  A P A C  a p p r o v e d  r e q u i r e m e n t s  
a n d  a r e  a c a d e m i c a l l y  s o u n d .  T h e y  m a y  o f f e r  s u g g e s t i o n s  f o r  
i m p r o v i n g  a  p l a n .  E a c h  i n d i v i d u a l i z e d  m a j o r  i s  a p p r o v e d  b y  t h e  
a d v i s o r ,  t h e  D e p a r t m e n t  C h a i r ,  a n d  t h e  D e a n  o f  t h e  a r e a ,  a s  w e l l  a s  
t h e  c o m m i t t e e .  
M e m b e r s h i p :  A s s i s t a n t  D i r e c t o r  o f  E x t e r n a l  S t u d i e s ,  1  f a c u l t y  f r o m  
e a c h  d i v i s i o n  ( 4 ) .  ( P r o g r a m m a t i c )  
I n s t i t u t i o n a l  R e s e a r c h  C o m m i t t e e  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  h a s  t h e  a u t h o r i t y  t o  a p p r o v e ,  r e q u i r e  
m o d i f i c a t i o n  i n ,  o r  d i s a p p r o v e  o f  a l l  r e s e a r c h  a c t i v i t i e s  c o n d u c t e d  
w i t h  h u m a n  s u b j e c t s  a t  r i s k .  I t  h a s  t h e  a u t h o r i t y  t o  s u s p e n d  o r  
t e r m i n a t e  a p p r o v a l  o f  r e s e a r c h  t h a t  i s  n o t  i n  c o m p l i a n c e  w i t h  t h e i r  
d e t e r m i n a t i o n  o r  h a s  b e e n  a s s o c i a t e d  w i t h  u n e x p e c t e d  r i s k  t o  
s u b j e c t s .  
M e m b e r s h i p :  G r a d u a t e  D e a n ,  6  f a c u l t y  w i t h  r e l e v a n t  e x p e r t i s e  
( r o l l i n g  t h r e e  y e a r  t e r m s ) .  
L a n d s c a p i n g  C o m m i t t e e  ( 7 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  s e r v e s  t o  a s s i s t  i n  e v a l u a t i n g  p l a n s  
a n d  p r o g r a m s  f o r  c a m p u s  b e a u t i f i c a t i o n .  
M e m b e r s h i p :  1  A d m i n i s t r a t i v e  A f f a i r s ,  1  A c a d e m i c  A f f a i r s ,  1  
f a c u l t y  f r o m  e a c h  d i v i s i o n  ( 4 ) ,  1  M S U A A S F .  
L e g a l  A s s i s t a n t  C o m m i t t e e  
R e p o r t s  t o :  D e a n  o f  B u s i n e s s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  s e r v e s  i n  a n  a d v i s o r y  t o  t h e  L e g a l  
A s s i s t a n t  p r o g r a m ,  i n c l u d i n g  c u r r i c u l u m  d e v e l o p m e n t  a n d  r e v i e w  o f  
c o u r s e  c o n t e n t .  
M e m b e r s h i p :  ( P r o g r a m m a t i c  C o m m i t t e e )  
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Liberal Studies Committee (10) 
Reports to: Vice President for Academic Affairs 
Description: This committee evaluates courses submitted for 
acceptance in the Liberal Studies curriculum, prior to review by 
APAC. Additionally it oversees the implementation and assessment 
of Liberal Studies. 
Membership: 1 Dean, 7 faculty (rolling three year terms), 2 
students. [1 faculty each from Arts & Humanities, Social Sciences, 
Natural Sciences, Communicative & Symbolic Systems, and Cultural 
Diversity & Non-Western Studies. 1 each from Division of BIAP and 
Division of Education & Regional Services.] 
Master of Business Administration Committee 
Reports to: Dean of Business and Industry 
Description: This committee develops and evaluates courses and 
curriculum for the program, prior to review by APAC; screens 
students entering the program; establishes degree requirements and 
oversees satisfactory completion. 
Membership: (Programmatic Committee) 
Master of Liberal Arts Committee 
Report to: Dean of Fine Arts and Humanities 
Description: This committee evaluates and approves courses 
proposed for the program, (prior to review by APAC); oversees and 
reviews the program; advises students and determines their 
satisfying of degree requirements. 
Membership: (Programmatic Committee) 
Master of Public and Human Service Administration Committee 
Reports to: Dean of Social and Natural Sciences 
Description: This committee develops and evaluates courses and 
curriculum for the program, (prior to review by APAC); screens 
students for admission; establishes degree requirements and 
oversees satisfactory completion. 
Membership: (Programmatic Committee) 
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P a r k i n g  C o m m i t t e e  ( 9 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  r e v i e w s  a n n u a l l y  t h e  p a r k i n g  p o l i c i e s  
o f  t h e  c a m p u s ,  h o l d s  p a r k i n g  h e a r i n g s ,  c o o p e r a t e s  w i t h  t h e  c i t y  i n  
c o n t r o l l i n g  t r a f f i c  p r o b l e m s ,  a n d  m a k e s  r e c o m m e n d a t i o n s  f o r  t h e  
p r o v i s i o n  o f  m o r e  a d e q u a t e  a n d  e q u i t a b l e  p a r k i n g  a n d  o n  t h e  c o s t  o f  
p r o v i d i n g  p a r k i n g .  
M e m b e r s h i p :  1  A d m i n i s t r a t i v e  A f f a i r s ,  2  f a c u l t y ,  2  M S U A A S F ,  2  
s t u d e n t s ,  2  C l a s s i f i e d .  
R e c r u i t m e n t / R e t e n t i o n  C o m m i t t e e  ( 1 1 )  
[ T h i s  c o m m i t t e e  c o m b i n e s  2  e x i s t i n g  c o m m i t t e e s :  
R e c r u i t m e n t / R e t e n t i o n ,  a n d  S t u d e n t  R e c r u i t m e n t  C o m m i t t e e s ]  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  i s  r e s p o n s i b l e  f o r  r e s e a r c h i n g  a n d  
d e f i n i n g  t h e  v a r i a b l e s  w h i c h  a t t r a c t  s t u d e n t s  t o  a n  i n s t i t u t i o n ,  
t h o s e  w h i c h  c o n t r i b u t e  t o  a  s t u d e n t ' s  r e m a i n i n g  a t  t h e  i n s t i t u t i o n ,  
a n d  r e s e a r c h i n g  a n d  d e v e l o p i n g  n e w  m a r k e t i n g  s t r a t e g i e s .  T h e  
c o m m i t t e e  s h o u l d  m a k e  r e c o m m e n d a t i o n s  f o r  s t r a t e g i e s  t o  p r o m o t e  t h e  
U n i v e r s i t y .  
M e m b e r s h i p :  D e v e l o p m e n t  O f f i c e r ,  C o u n s e l i n g  D i r e c t o r ,  1  S t u d e n t  
A f f a i r s ,  1  f a c u l t y  f r o m  e a c h  d i v i s i o n  ( 4 ) ,  1  A d m i s s i o n s ,  1  s t u d e n t ,  
1  c o m m u n i t y ,  1  S u s p e n s i o n  A p p e a l s  l i a i s o n .  
S c h o l a r s h i p s  C o m m i t t e e  ( 1 0 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  P u b l i c  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  i s  r e s p o n s i b l e  f o r  r e v i e w i n g  t h e  
s c h o l a r s h i p  p r o c e s s ,  i d e n t i f y i n g  a r e a s  i n  n e e d  o f  i m p r o v e m e n t  a n d  
m a k i n g  r e c o m m e n d a t i o n s  f o r  s t r a t e g i e s  t o  i m p r o v e  a n d  e x p a n d  t h e  
a v a i l a b i l i t y  o f  s c h o l a r s h i p s  a t  M S U .  
M e m b e r s h i p :  1  P u b l i c  A f f a i r s ,  2  F o u n d a t i o n ,  1  f a c u l t y  f r o m  e a c h  
d i v i s i o n  ( 4 ) ,  1  M S U A A S F ,  1  C l a s s i f i e d ,  1  D e a n .  
1 1  
Student Activities Budget Committee 
Reports to: Vice President for Student Affairs 
Description: This committee coordinates the development of student 
activity budgets, reviews those submitted, and makes 
recommendations to the President regarding the level of funding. 
Membership: (Student Affairs Committee) 
Student Conduct Committee 
Reports to: Vice President for Student Affairs 
Description: This committee reviews case and situations referred 
to it, holds hearings regarding serious changes, and makes 
recommendations for appropriate disciplinary or counseling 
decisions in each case. 
Membership: (Student Affairs Committee) 
Student Health Advisory Committee 
Reports to: Vice President for Student Affairs 
Description: This committee assists with the development of long 
and short-term campus health services policy and reviews the 
budget. It directs recommendations to the Director of Student 
Health Services for implementation and forwards this information to 
the Student Senate for its review. The committee makes 
recommendations for improving the general level of health 
activities at the University. 
Membership: (Student Affairs Committee) 
Student Organization Advisory Committee 
Reports to: Vice President for Student Affairs 
Description: This committee reviews annually the status of 
existing student organizations on campus, approves new 
organizations, and makes recommendations for the improvement of 
student organizations at MSU. 
Membership: (Student Affairs Committee) 
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S u s p e n s i o n  A p p e a l s  C o m m i t t e e  ( 8 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  m e e t s  a p p r o x i m a t e l y  o n c e  a  m o n t h  t o  
c o n s i d e r  w r i t t e n  a p p e a l s  f o r  e a r l y  r e i n s t a t e m e n t  f r o m  s t u d e n t s  w h o  
a r e  o n  a c a d e m i c  s u s p e n s i o n .  T h e  c o m m i t t e e  a p p r o v e s  o r  d e n i e s  t h e  
a p p e a l s  a n d  s o m e t i m e s  m a k e s  r e c o m m e n d a t i o n s  f o r  f u r t h e r  a c t i o n .  
T h e  s t u d e n t  m a y  a p p e a l  t h e  c o m m i t t e e ' s  d e c i s i o n  t o  t h e  V i c e  
P r e s i d e n t  f o r  S t u d e n t  A f f a i r s ,  w h o s e  d e c i s i o n  i s  f i n a l .  
M e m b e r s h i p :  1  f a c u l t y  f r o m  e a c h  d i v i s i o n  ( 4 ) ,  2  M S U A A S F ,  2  
s t u d e n t s .  
T e l e c o m m u n i c a t i o n s  C o m m i t t e e  ( 1 0 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  i s  a n  a d v i s o r y  b o d y  t h a t  p l a n s ,  
p r o p o s e s ,  r e v i e w s  a n d  r e c o m m e n d s  p o l i c y  a n d  p r o c e d u r e s  f o r  t h e  
a c a d e m i c  u s e  o f  t e l e c o m m u n i c a t i o n s  w i t h  s p e c i a l  e m p h a s i s  o n  
d i s t a n c e  e d u c a t i o n .  
M e m b e r s h i p :  D e a n  o f  I n s t r u c t i o n a l  R e s o u r c e s ,  D i r e c t o r  o f  
C o n t i n u i n g  E d u c a t i o n ,  F a c u l t y  D e v e l o p m e n t  O f f i c e ,  1  C o m p u t e r  
S e r v i c e s ,  T V  E n g i n e e r ,  1  f a c u l t y  f r o m  e a c h  d i v i s i o n  ( 4 ) ,  1  
C o n c o r d i a  C o l l e g e .  
T i t l e  I X  C o m m i t t e e  ( 7 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  S t u d e n t  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  r e v i e w s  a n n u a l l y  t h e  s t a t u s  o f  t h e  
U n i v e r s i t y ' s  c o m p l i a n c e  w i t h  T i t l e  I X  a n d  a s s i s t s  i n  p r o d u c i n g  t h e  
r e p o r t s  r e q u i r e d  b y  t h i s  l a w .  
M e m b e r s h i p :  A t h l e t i c  D i r e c t o r ,  A A O ,  A t h l e t i c  f a c u l t y  
r e p r e s e n t a t i v e ,  2  f a c u l t y - a t - l a r g e ,  2  s t u d e n t  a t h l e t e s .  
T u i t i o n  R e f u n d  A p p e a l s  C o m m i t t e e  ( 6 )  
R e p o r t s  t o :  V i c e  P r e s i d e n t  f o r  A d m i n i s t r a t i v e  A f f a i r s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  h e a r s  s t u d e n t  a p p e a l s  a n d  m a k e s  
r e c o m m e n d a t i o n s  c o n c e r n i n g  r e f u n d s  o f  t u i t i o n .  
M e m b e r s h i p :  R e g i s t r a r ,  1  B u s i n e s s  O f f i c e ,  1  F i n a n c i a l  A i d ,  1  
A c a d e m i c  A f f a i r s ,  2  s t u d e n t s .  
1 3  
University Committee for Teacher Preparation (15) 
Reports to: Vice President for Academic Affairs 
Description: This committee evaluates and makes recommendations 
about courses, programs, and procedures regarding teacher 
education; evaluates current policy and practices related to 
teacher education and makes recommendations for change through 
appropriate channels in the university; and assists the Dean of 
Education and Regional Services in the interpretation of policies 
and practices related to teacher education. 
Membership: Dean of Education, Director of Clinical Experiences, 1 
faculty from each Education Department (3), 2 faculty from 
disciplines offering licensure, 1 faculty from each division (4), 2 
community, 2 senior education majors. 
University Events Coordination Committee (8) 
Reports to: President 
Description: This committee has responsibility for coordination of 
planning for public all-university events, especially in terms of 
scheduling. It also serves as a clearing house for consideration 
of new events. 
Membership: 2 members from each of the Convocations, Performing 
Arts, and Cultural Diversity Events Committees; Vice President for 
University Affairs; University Facilities Scheduler, and President. 
Convocations and Visiting Scholar Committee (9) 
This committee plans and publicizes a series of 
convocations, lectures, and educational events. The 
committee is also responsible for the Opening Academic 
Convocation, Honors Convocation, Faculty Awards Brunch, and 
faculty forums. 
Membership: Assistant to the Vice President for Academic 
Affairs; Director of Series, Performing Arts; Vice President 
for University Affairs; Director of CMU; Two (2) faculty; 
Two (2) staff; Two (2) students. 
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P e r f o r m i n g  A r t s  C o m m i t t e e  ( 7 )  
T h i s  c o m m i t t e e  a d v i s e s  t h e  D i r e c t o r  o f  S e r i e s  f o r  t h e  
P e r f o r m i n g  A r t s  a s  t o  t h e  s e a s o n ,  p o l i c i e s  a n d  b u d g e t .  
M e m b e r s  s h o u l d  h a v e  k n o w l e d g e  o f  a n d  s t r o n g  i n t e r e s t  i n  t h e  
A r t s .  
M e m b e r s h i p :  D i r e c t o r  o f  S e r i e s ;  f o u r  ( 4 )  f a c u l t y  i n c l u d i n g  
r e p r e s e n t a t i o n  f r o m  A r t ,  M u s i c ,  o r  T h e a t r e ;  t w o  ( 2 )  
s t u d e n t s .  
C u l t u r a l  D i v e r s i t y  P r o g r a m s  a n d  E v e n t s  C o m m i t t e e  ( 9 )  
T h i s  c o m m i t t e e  p l a n s  a n d  i m p l e m e n t s  c o o r d i n a t e d  u n i v e r s i t y  
p r o g r a m s / a c t i v i t i e s  d u r i n g  d e s i g n a t e d  m i n o r i t y / i n t e r n a t i o n a l  
s t u d e n t  c e l e b r a t i o n s .  I t  a l s o  c o o r d i n a t e s  M S U ' s  c u l t u r a l l y  
d i v e r s e  p r o g r a m s / a c t i v i t i e s  w i t h  t h o s e  o f  C o n c o r d i a  C o l l e g e  
a n d  N D S U ,  a n d  i t  e n c o u r a g e s  p a r t i c i p a t i o n  o f  t h e  c o m m u n i t y  
a n d  r e g i o n a l  s c h o o l s  i n  t h e  c u l t u r a l  c e l e b r a t i o n s  o n  c a m p u s .  
M e m b e r s h i p :  C h a i r ,  C o o r d i n a t o r  o f  M i n o r i t y  S t u d e n t  A f f a i r s ;  
A d v i s o r ,  A m e r i c a n  I n d i a n  A s s o c i a t i o n ;  A d v i s o r ,  H i s p a n i c  
C u l t u r a l  A s s o c i a t i o n ;  A d v i s o r ,  B l a c k  S t u d e n t  A l l i a n c e ;  
P r e s i d e n t ,  I n t e r n a t i o n a l  S t u d e n t  O r g a n i z a t i o n ;  S t u d e n t  
A c t i v i t i e s  A d v i s o r ;  t h r e e  ( 3 )  f a c u l t y .  
W o m e n ' s  S t u d i e s  C o m m i t t e e  ( 9 )  
R e p o r t s  t o :  D e a n  o f  F i n e  A r t s  a n d  H u m a n i t i e s  
D e s c r i p t i o n :  T h i s  c o m m i t t e e  i s  r e s p o n s i b l e  f o r  d e v e l o p m e n t  o f  t h e  
W o m e n ' s  S t u d i e s  M i n o r  P r o g r a m ;  o v e r s e e s  a n d  e v a l u a t e s  t h e  d i r e c t i o n  
o f  t h e  p r o g r a m ;  p r o m o t e s  i t s  i n t e r e s t s  a n d  a d v i s e s  t h e  c o l l e g e  
c o m m u n i t y  o f  m e a s u r e s  t h e  U n i v e r s i t y  m a y  t a k e  t o  f o s t e r  t h e  
d e v e l o p m e n t  o f  W o m e n ' s  S t u d i e s .  I t s  g o a l  i s  t o  i m p r o v e  t h e  
i n c o r p o r a t i o n  o f  w o m e n ' s  s t u d i e s  i s s u e s  a n d  w o m e n ' s  c o n c e r n s  i n t o  
o v e r - a l l  c u r r i c u l u m .  
M e m b e r s h i p :  C o o r d i n a t o r  o f  W o m e n ' s  S t u d i e s ,  1  f a c u l t y  f r o m  e a c h  
d i v i s i o n  ( 4 ) ,  2  f a c u l t y  w h o  t e a c h  i n  t h e  p r o g r a m ,  1  s t u d e n t  f r o m  
W o m e n ' s  S t u d i e s  P r o g r a m ,  C o o r d i n a t o r  o f  W o m e n ' s  C e n t e r .  
1 5  
Writing Center Committee (6) 
Reports to: Dean of Fine Arts and Humanities 
Description:. This committee serves in an advisory capacity to The 
Write Site director. It also encourages teaching with writing 
instruction across the university (writing-across-the- curriculum). 
Membership: Coordinator of Writing Center, 1 faculty from each 
division (4), 1 Library. 
Approved by the Committee 
on Committees, 4/27/93 
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ACADEMIC CALENDAR 
The academic calendar of each university shall be established 
Prior to establishing or making changes in the calendar, 
his/her designee shall afford opportunity to meet and 
Association. IFO/SUB Agreement, Article 10, Section E. 
ACADEMIC FREEDOM 
by the President. 
the President or 
confer with the 
(M&C 5/15/92] 
It shall be the policy of the Minnesota State University System to maintain and 
encourage full freedom, within the law, of inquiry, teaching, and research. The 
Employer shall not discriminate against a faculty member for engaging in 
political activities or holding or voicing political views, so long as the 
exercise of this right does not interfere with his/her responsibility as a 
faculty member/employee. 
Sections on Prohibition, Faculty Rights and Obligations, and Research and 
Publication can be found in the IFO/SUB Agreement, Article 4 and the MSUAASF/SUB 
Agreement, Article 4. (M&C 5/15/92] 
ACADEMIC YEAR 
"Academic year• is defined as beginning with the start of the fall academic term 
and ending with the completion of the spring academic term. IFO/SUB Agreement, 
Article 5, Section L. · [M&C 5/15/92] 
ACCIDENTS ON CAMPUS 
All accidents occurring on the university campus shall be reported immediately 
to the Office of the Vice President for Administrative Affairs if the injured 
party is not an employee of the institution, and to the Personnel Office if the 
injured party is a faculty, staff, or student worker. (M&C 5/15/92) 
AIDS POLICY 
Moorhead State University endorses the following major recommendations of the 
Minnesota Task Force on Acquired Immune Deficiency Syndrome (AIDS): 
1. Existing scientific knowledge indicates that the risk of spreading the virus 
in a school setting is negligible; therefore, students or employees infected 
with the virus will be permitted to remain in the University. 
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2 .  I n  r a r e  i n s t a n c e s  w h e n  s t u d e n t s  a n d  e m p l o y e e s  w i t h  s p e c i a l  m e d i c a l  p r o b l e m s  
o r  c o n d i t i o n s  m i g h t  p o s s i b l y  s e r v e  t o  i n c r e a s e  t h e  r i s k  o f  A I D S  
t r a n s m i s s i o n ,  a  c o n s u l t a t i o n  t e a m  o f  p h y s i c i a n s ,  p u b l i c  h e a l t h  o f f i c i a l s ,  
f a m i l y  a n d  a p p r o p r i a t e  U n i v e r s i t y  p e r s o n n e l  w i l l  c o n s i d e r  e a c h  
c a s e / s i t u a t i o n  o n  a n  i n d i v i d u a l  b a s i s .  
( N o t e :  Thes~ g u i d e l i n e s  a r e  c o n s i s t e n t  w i t h  r e c o m m e n d a t i o n s  m a d e  b y  t h e  C e n t e r s  
f o r  D i s e a s e  C o n t r o l  a n d  t h e  N a t i o n a l  E d u c a t i o n  A s s o c i a t i o n . )  [ M & C  5 / 1 5 / 9 2 ]  
A K I T A  C A M P U S  
T h e  J a p a n e s e  c a m p u s  o f  t h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  S y s t e m  i s  s u b j e c t  t o  t h e  
I F O / S U B  A g r e e m e n t  i n  i t s  e n t i r e t y  e x c e p t  a s  s u p p l e m e n t e d  a n d / o r  m o d i f i e d  b y  
A r t i c l e  3 0  o f  t h a t  a g r e e m e n t .  [ M & C  5 / 1 5 / 9 2 ]  
P u r p o s e  
A L C O H O L  A N D  O T H E R  D R U G  U S E  B Y  E M P L O Y E E S  
O F  M O O R H E A D  S T A T E  U N I V E R S I T Y  
T h e  p u r p o s e  o f  t h i s  p o l i c y  i s  t o  s e t  f o r t h  t h e  U n i v e r s i t y ' s  p o l i c y  r e g a r d i n g  
a l c o h o l  a n d  o t h e r  d r u g  u s e ,  i n c l u d i n g  u n l a w f u l  d r u g  u s e  o r  a b u s e  i n  t h e  
w o r k p l a c e  i n  a c c o r d a n c e  w i t h  t h e  D r u g  F r e e  W o r k p l a c e  A c t  o f  1 9 8 8  ( P u b l i c  L a w  
1 0 0 - 6 9 0 ,  T i t l e  V ,  S u b t i t l e  D ,  a n d  D r u g  F r e e  S c h o o l s  a n d  C o m m u n i t i e s  A c t  
A m e n d m e n t s  o f  1 9 8 9  ( P u b l i c  L a w  1 0 1 - 2 2 6 ) .  
N o n - D i s c r i m i n a t i o n  
T h e  U n i v e r s i t y ' s  p o l i c y  o n  w o r k - r e l a t e d  s u b s t a n c e  a b u s e  i s  n o n - d i s c r i m i n a t o r y  i n  
i n t e n t  a n d  a p p l i c a t i o n .  H o w e v e r ,  i n  a c c o r d a n c e  w i t h  M i n n e s o t a  S t a t u t e s ,  C h a p t e r  
3 6 3 ,  d i s a b i l i t y  d o e s  n o t  i n c l u d e  a n y  c o n d i t i o n  r e s u l t i n g  f r o m  a l c o h o l  o r  o t h e r  
d r u g  a b u s e  w h i c h  p r e v e n t s  a  p e r s o n  f r o m  p e r f o r m i n g  e s s e n t i a l  f u n c t i o n s  o f  t h e  
j o b  o r  c r e a t e s  a  d i r e c t  t h r e a t  t o  p r o p e r t y  o r  t h e  s a f e t y  o f  i n d i v i d u a l s .  
C o n s e q u e n c e  o f  V i o l a t i o n s  
V i o l a t i o n s  o f  t h i s  p o l i c y  m a y  c o n s t i t u t e  j u s t - c a u s e  f o r  d i s c i p l i n e ,  i n c l u d i n g  
p o s s i b l e  d i s c h a r g e .  E a c h  s i t u a t i o n  w i l l  b e  e v a l u a t e d  o n  a  c a s e - b y - c a s e  b a s i s  
d e p e n d i n g  u p o n  t h e  s e v e r i t y  a n d  c i r c u m s t a n c e s  i n v o l v e d .  
P r o h i b i t i o n s  
1 .  N o  e m p l o y e e  s h a l l  r e p o r t  t o  w o r k  u n d e r  t h e  i n f l u e n c e  o f  a l c o h o l ,  m a r i j u a n a ,  
c o n t r o l l e d  s u b s t a n c e s ,  o r  o t h e r  d r u g s  w h i c h  a f f e c t  h i s / h e r  a l e r t n e s s ,  
c o o r d i n a t i o n ,  r e a c t i o n ,  r e s p o n s e ,  j u d g m e n t ,  d e c i s i o n - m a k i n g  o r  s a f e t y .  
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2. No employee shall operate, use, or drive any equipment, machinery, or 
vehicle of the University/State while under the influence of alcohol, 
marijuana, controlled substances, or other mood-altering drugs. Such 
employee is under an affirmative duty to immediately notify his/her 
supervisor that he/she is not in appropriate mental or physical condition to 
operate, use, or drive University/State equipment. 
3. During work hours or while on the University/State's premises, no employee 
shall use, sell, possess, or transfer alcoholic beverages, with the 
following exceptions: 
a. Consumption, possession, sales, or purchase of alcohol when authorized 
by a Commissioner under separate statutory or executive agency 
authority. 
b. Possession of alcohol while being transported in a University /State 
vehicle in compliance with applicable statutory requirements. 
c. Possession of alcohol while 
University/State's premises 
requirements. 
in an employee's personal vehicle on the 
in compliance with applicable statutory 
d. Additionally, employees shall not participate in these activities during 
rest breaks or during overtime work. 
4. No employee shall engage in off-duty sale, purchase, transfer, use, or 
possession of illegal drugs or controlled substances which may have a 
negative effect on an employee's ability to perform his/her work for the 
University/State. In such circumstances, the employee is subject to 
discipline. 
5. When an employee is taking medically authorized drugs or other substances 
which may alter job performance, as defined in III (D) above, the employee 
is under an affirmative duty to notify the appropriate supervisor of his/her 
temporary inability to perform the job duties of his/her position. 
6. Supervisors shall notify the Director of Personnel before notifying the 
appropriate law enforcement agency when they have reasonable suspicion to 
believe that an employee may have illegal drugs in his/her possession at 
work or on University premises. Where appropriate, the University shall also 
notify licensing boards. 
7. Employees are discouraged from consuming alcoholic beverages during lunch or 
dinner meals when returning immediately thereafter to perform work on behalf 
of the University/State. Employees are advised that in any situation 
subsequent to the intake of alcohol where the employee must continue 
conducting the University/State's business, any employee whose condition or 
behavior adversely affects his/her work performance shall be subject to 
possible discipline, up to and including discharge. 
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S t a t e  E m p l o y e e  A s s i s t a n c e  P r o g r a m  
T h e  U n i v e r s i t y / S t a t e  h a s  i n  p l a c e  a  f o r m a l  E m p l o y e e  A s s i s t a n c e  p r o g r a m  t o  a s s i s t  
e m p l o y e e s  i n  a d d r e s s i n g  p r o b l e m s  s u c h  a s  a l c o h o l  o r  o t h e r  d r u g  a b u s e .  T h e  
U n i v e r s i t y  r e c o g n i z e s  t h a t  t h e  m i s u s e  a n d  a b u s e  o f  a l c o h o l  a n d  o t h e r  c h e m i c a l s  
i s  a  s e r i o u s  h e a l t h  p r o b l e m  a f f e c t i n g  e v e r y  a s p e c t  o f  h u m a n  l i f e .  E m p l o y e e s  w h o  
m a y  h a v e  a n  a l c o h o l  o r  o t h e r  . d r u g  a b u s e  p r o b l e m s  a r e  e n c o u r a g e d  t o  s e e k  a  
p r o f e s s i o n a l  a s s e s s m e n t  f r o m  t h e  E m p l o y e e  A s s i s t a n c e  P r o g r a m  b e f o r e  t h e  p r o b l e m  
a f f e c t s  t h e i r  e m p l o y m e n t  s t a t u s .  P a r t i c i p a t i o n  i n  t h i s  p r o g r a m  i s  v o l u n t a r y  a n d  
c o n f i d e n t i a l ,  e x c e p t  a s  m a y  b e  r e q u i r e d  p u r s u a n t  t o  P u b l i c  L a w  1 0 0 - 6 9 0 ,  T i t l e  V ,  
S u b t i t l e  D .  T h e  U n i v e r s i t y ' s  E A P  i s  h a n d l e d  t h r o u g h  L a k e l a n d  M e n t a l  H e a l t h  
C e n t e r ,  T o w n s i t e  C e n t e r ,  8 1 0  4 t h  A v e n u e  S o . ,  M o o r h e a d ,  M N .  T h e  t e l e p h o n e  n u m b e r  
i s  2 1 8 - 2 3 3 - 7 5 2 4 .  
D a t a  D i s c l o s u r e  
D i s c l o s u r e  o f  i n f o r m a t i o n  r e g a r d i n g  e m p l o y e e  a l c o h o l  a n d  d r u g  u s e  i n  t h e  
w o r k p l a c e  m u s t  b e  c o n s i s t e n t  w i t h  a p p l i c a b l e  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t s  
a n d  l a w .  Q u e s t i o n s  i n  t h i s  a r e a  s h o u l d  b e  d i r e c t e d  t o  t h e  E m p l o y m e n t  a n d  L a b o r  
L a w  S e c t i o n  o f  t h e  A t t o r n e y  G e n e r a l ' s  O f f i c e  o r  t o  t h e  D e p a r t m e n t  o f  E m p l o y e e  
R e l a t i o n s ,  L a b o r - R e l a t i o n s  B u r e a u ,  S t a t e  o f  M i n n e s o t a .  
F e d e r a l  G r a n t  E m p l o y e e s  
E a c h  e m p l o y e e  e n g a g e d  i n  t h e  p e r f o r m a n c e  o f  w o r k  o n  f e d e r a l  g r a n t s  o r  c o n t r a c t s  
i s  r e q u i r e d  t o  n o t i f y  t h e  U n i v e r s i t y  o f  a n y  c r i m i n a l  d r u g  s t a t u t e  c o n v i c t i o n  f o r  
a  v i o l a t i o n  o c c u r r i n g  i n  t h e  w o r k p l a c e  n o  l a t e r  t h a n  f i v e  ( 5 )  d a y s  a f t e r  s u c h  
c o n v i c t i o n .  F a i l u r e  t o  c o m p l y  m a y  r e s u l t  i n  d i s c i p l i n a r y  a c t i o n .  
D r u g / A l c o h o l  T e s t i n g  
A n y  a l c o h o l  a n d / o r  o t h e r  d r u g  t e s t i n g  u n d e r t a k e n  b y  t h e  U n i v e r s i t y  s h a l l  b e  i n  
a c c o r d a n c e  w i t h  M i n n e s o t a  S t a t u t e s  1 8 1 . 9 5 0 - 9 5 7  ( 1 9 8 7 ) ,  t h e  M i n n e s o t a  D r u g  a n d  
A l c o h o l  T e s t i n g  i n  t h e  W o r k p l a c e  A c t .  
E f f e c t i v e  D a t e  
T h i s  P o l i c y  o n  A l c o h o l  a n d  O t h e r  D r u g  U s e  i n  t h e  W o r k p l a c e  s h a l l  b e  i n  f u l l  
f o r c e  a n d  e f f e c t  b e g i n n i n g  M a r c h  1 8 ,  1 9 8 9 .  
D e f i n i t i o n s  
" W o r k - r e l a t e d  a l c o h o l  a n d  o t h e r  d r u g  a b u s e "  i s  d e f i n e d  a s  t h e  u s e  o f  
m o o d - a l t e r i n g  d r u g s ,  i n c l u d i n g  a l l  f o r m s  o f  a l c o h o l ,  n a r c o t i c s ,  d e p r e s s a n t s ,  
s t i m u l a n t s ,  h a l l u c i n o g e n s ,  m a r i j u a n a  o r  t h e  u s e  o f  p r e s c r i p t i o n  d r u g s  w h e n  
r e s u l t i n g  b e h a v i o r  o r  a p p e a r a n c e  a d v e r s e l y  a f f e c t s  w o r k  p e r f o r m a n c e .  
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"Adversely affects work performance" and "under the influence" shall be 
determined to be present if the employee is perceptibly impaired; has impaired 
alertness, coordination, reaction, responses or effort; if the employee's 
condition threatens the safety of him/herself or others; or if employee's 
condition or behavior presents the appearance of unprofessional or irresponsible 
conduct detrimental to the public's perception of the University /State as an 
employer as determined by the supervisor or manager or others observing the 
employee. 
"Controlled substances" and "alter" means changed behavior which may limit an 
employee's ability to safely and efficiently perform his/her job duties, or 
poses a threat to the safety of the employee or others. (M&C 5/15/92] 
BUDGET 
The president is ultimately responsible for the use of university resources and 
the expenditure of all funds. The Vice President for Administrative Affairs is 
delegated responsibility for ensuring proper use of resources, the preparation 
of university budgets, development of budget procedures and implementation of 
such allocation procedures approved by the president. The vice presidents play 
a key role in the distribution of personnel and nonsalary resources. 
The university develops 
expenditure forecasts as 
non-salary resources. 
Annual Budgets 
both annual budgets and multi-year revenue and 
planning tools for the commitment of personnel and 
The university begins to develop its next July 1-June 30 fiscal year budget in 
January and February. The State University Board, based on enrollment forecasts 
submitted by each of the seven state universities, develops system-wide tuition 
receipt estimates incorporating them with anticipated state appropriations. An 
overall system-wide spending plan is developed with allocations divided and 
distributed among the campuses consistent with existing credit-hour oriented 
formulas. These preliminary M & E allotment totals provide each state 
university with a spending ceiling, an amount it must not exceed as it 
determines internal department allocations. 
Department personnel needs, particularly instructional positions, are usually 
developed by December and, within the next several months, are reviewed by the 
vice presidents with tentative approvals given by the president. Classified 
civil service staffing requirements are addressed in much the same manner, only 
later in early spring. The final request areas to be addressed are student 
help, nonsalary and equipment. Request forms are circulated in late March or 
early April with decisions reached prior to July 1 for these categories. 
Department program objectives are used to a degree in the allocation process. 
Throughout this process SUB allocation changes are being received and 
adjustments made to MSU's internal spending projection model -- these additions 
and deletions, because they come late in the planning process, affect decisions 
on supply and equipment requests to a greater extent than on personnel 
allotments. 
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T h e  b u d g e t  p r o c e s s  f o r  o t h e r  f u n d i n g  a r e a s  f o l l o w s  s l i g h t l y  d i f f e r e n t  p l a n n i n g  
p a t h s .  R e s i d e n c e  h a l l  a n d  s t u d e n t  u n i o n  b u d g e t  d e v e l o p m e n t  a d h e r e s  t o  a  
s y s t e m - w i d e  m o d e l ,  a s  t h e  b u i l d i n g s  w h i c h  h o u s e  t h e s e  p r o g r a m s  w e r e  b u i l t  
t h r o u g h  a  • r e v e n u e  b o n d i n g •  p r o g r a m  a d m i n i s t e r e d  b y  t h e  S t a t e  U n i v e r s i t y  B o a r d .  
S t u d e n t  a c t i v i t y  p r o g r a m s  s u b m i t  t h e i r  r e q u e s t s  i n  a c c o r d a n c e  w i t h  a  r e v i e w  
s c h e d u l e  d e v e l o p e d  b y  t h e  S t u d e n t  A c t i v i t y  B u d g e t  C o m m i t t e e .  [ M & C  5 / 1 5 / 9 2 ]  
B U I L D I N G  S E C U R I T Y  
F a c u l t y  a n d  s t a f f  m e m b e r s  a r e  a s k e d  t o  a s s i s t  i n  t h e  c a r e  a n d  p r o t e c t i o n  o f  t h e  
e q u i p m e n t  a n d  m a t e r i a l s  h o u s e d  w i t h i n  u n i v e r s i t y  b u i l d i n g s .  C a r e  m u s t  a l s o  b e  
e x e r c i s e d  b y  t h e  f a c u l t y  a n d  s t a f f  f o r  t h e  p e r s o n a l  s a f e t y  o f  e a c h  o c c u p a n t  o f  
t h e  b u i l d i n g s .  T h e  f o l l o w i n g  g u i d e l i n e s  a r e  d e s i g n e d  t o  p r o v i d e  m a x i m u m  s e c u r i t y  
a n d  p r o t e c t i o n  f o r  a l l  c o n c e r n e d  a n d  s t i l l  p r o v i d e  c o n v e n i e n t  a c c e s s  t o  t h e  
b u i l d i n g s :  
1 .  K e y s  a r e  i s s u e d  t o  a u t h o r i z e d  f a c u l t y ,  s t a f f ,  a n d  c l a s s i f i e d  p e r s o n n e l ,  
o n l y .  
2 .  O u t s i d e  d o o r s  s h o u l d  n o t  b e  b l o c k e d  o p e n  o n  a n y  b u i l d i n g  w h e n  t h e  d o o r s  a r e  
l o c k e d .  
3 .  B u i l d i n g  e v a c u a t i o n  i s  m a n d a t o r y  f o r  a l l  f i r e  a l a r m s .  
4 .  I n d i v i d u a l  a c a d e m i c  b u i l d i n g s  a r e  o p e n  f r o m  7 : 0 0  a m  u n t i l  a f t e r  e v e n i n g  
c l a s s e s  a n d  f o r  s c h e d u l e d  w e e k e n d  c l a s s e s  a n d  s p e c i a l  e v e n t s .  E m p l o y e e s  a n d  
s t u d e n t s  i n  t h e  b u i l d i n g s  a f t e r  n o r m a l  h o u r s  s h o u l d  h a v e  a  u n i v e r s i t y  I D  i n  
t h e i r  p o s s e s s i o n .  
5 .  F a c u l t y  a n d / o r  s t a f f  w h o  a p p e a r  t o  b e  t h e  l a s t  p e r s o n s  i n  a  b u i l d i n g  s h o u l d  
a s k  u n a u t h o r i z e d  p e r s o n s  t o  l e a v e  t h e  p r e m i s e s  o r  c o n t a c t  s e c u r i t y  
( 2 3 6 - 2 4 4 9 ) .  T h e  b u i l d i n g  s h o u l d  b e  ' s e c u r e d '  w h e n  t h e  l a s t  s t a t e  e m p l o y e e  
l e a v e s .  I n  t h o s e  b u i l d i n g s  t h a t  h a v e  o u t s i d e  w i n d o w s ,  e m p l o y e e s  s h o u l d  c l o s e  
a n d  l o c k  t h e m  b e f o r e  l e a v i n g  t h e  b u i l d i n g .  
O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 6 .  [ M & C  5 / 1 5 / 9 2 ]  
B U L L E T I N  B O A R D ,  A D V E R T I S I N G ,  A N D  P U B L I C I T Y  P O L I C I E S  
F o r  R e s i d e n c e  H a l l s .  K i s e  C o m m o n s .  a n d  C o m s t o c k  M e m o r i a l  U n i o n  
1 .  T h e  s t u d e n t  u n i o n  a n d  t h e  h o u s i n g  o f f i c e  e a c h  h a v e  t h e i r  o w n  p o l i c i e s  o n  w h o  
m a y  u s e  b u l l e t i n  b o a r d s  i n  t h e i r  r e s p e c t i v e  b u i l d i n g s  a n d  u n d e r  w h a t  
c i r c u m s t a n c e s .  A n y o n e  w i s h i n g  t o  p l a c e  m a t e r i a l s  o n  a  b u l l e t i n  b o a r d  i n  
t h e s e  a r e a s  s h o u l d  c h e c k  w i t h  t h e  u n i o n  a d m i n i s t r a t i v e  o f f i c e  o r  t h e  h o u s i n g  
o f f i c e  f o r  f u r t h e r  i n f o r m a t i o n .  
2 .  T h e r e  m a y  b e  t i m e s  w h e n  u n i o n  o r  h o u s i n g  a d m i n i s t r a t o r s  n e e d  t o  p l a c e  
n o t i c e s  o n  d o o r s ,  w a l l s ,  o r  w i n d o w s ,  b u t  o t h e r w i s e  ( e x c e p t  f o r  s t u d e n t s '  
r o o m  d o o r s ) ,  t h e s e  s p a c e s  a r e  t o  r e m a i n  c l e a r  o f  a d s ,  f l y e r s ,  n o t i c e s ,  a n d  
o t h e r  p r i n t e d  m a t e r i a l s .  
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For All Other Building on Campus 
1. Certain bulletin boards are reserved for the use of specific departments or 
organizations. The presence of a sign with the name of the department or 
organization is the indicator that neither the general campus public nor 
outside groups or persons may place materials on these boards. 
2. For all bulletin boards other than those reserved for specific departments 
or organizations, materials may be posted according to the following 
provisions: 
a. Individual members of the campus community may place personal ads 
seeking roommates, offering books for sale, advertising typing service, 
etc., so long as the ad is generally related to the activities of a 
university. Such ads must include the name of the student, faculty 
member, or staff member placing the ad. 
b. Materials other than personal ads must be connected with the activities 
of a recognized student organization or of a university department, 
office, or program. The name of the student organization or 
administrative unit must be included on the materials themselves. 
c. Posted materials may not advertise profit-making goods or services, e.g. 
restaurants, bars, commercial services. (Minnesota statutes prohibit 
commercial advertising on State property.) 
d. Materials must not be larger than 11" x 17" unless approved in advance 
_by the Office of Administrative Affairs, Owens Hall 206. 
e. Thumbtacks are preferred to post materials rather then tape or staples. 
f. People posting materials on MSU bulletin boards are free to place them 
in a manner which covers up some previously-placed material (in fact, 
this is usually unavoidable). 
3. Exceptions to Section 2 above include the following: 
a. Materials that are clearly related to student elections (e.g. notices of 
election, encouragements to vote, individual campaign posters) need not 
have any individual or organizational sponsorship identified on them. 
b. Certain ads or notices of events which seem generally connected to the 
purposes and activities of a university may be permitted even if they 
don't conform to the provisions of section 2 above (e.g. magazine 
subscription ads, flyers for a commercial speed reading workshop, 
notices of educational or cultural events at Concordia or NDSU, etc.) 
c. A member of the campus community who wishes to place materials which do 
not conform to the provisions of section 2 above may seek approval to 
post the materials from the Office of Administrative Affairs, Owens 
Hall, 206. 
4. Within buildings, materials are to be placed on bulletin boards only, not on 
walls, windows, or doors. Exceptions to this include materials posted for 
certain, restricted administrative purposes or (as in a notice that a 
certain class has been moved or will not meet) when common sense dictates. 
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5 .  W i t h i n  c l a s s r o o m s ,  n o  m a t e r i a l s  m a y  b e  p o s t e d  e x c e p t  t h o s e  f o r  
a d m i n i s t r a t i v e  p u r p o s e s  o r  f o r  t h i n g s  r e l a t e d  t o  c o u r s e s  w h i c h  a r e  t a u g h t  i n  
t h a t  c l a s s r o o m .  
O u t s i d e  o f  C a m p u s  B u i l d i n g s  
N o  m a t e r i a l s  o f  a n y  s o r t  m a y  b e  a t t a c h e d  t o  t h e  o u t s i d e  o f  b u i l d i n g s ,  d o o r s ,  o r  
w i n d o w .  N o  m a t e r i a l s  m a y  b e  a t t a c h e d  t o  t r e e s  o r  b e n c h e s  o r  t r a s h  r e c e p t a c l e s .  
P o r t a b l e  a n n o u n c e m e n t  b o a r d s  o n  c a m p u s  a r e  p r o h i b i t e d .  R e q u e s t s  f o r  e x c e p t i o n s  
t o  t h e s e  r e s t r i c t i o n s  s h o u l d  b e  d i r e c t e d  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  
A f f a i r s ,  O w e n s  H a l l ,  2 0 6 .  
C R E D I T  U N I O N  
T h e  S t a t e  C a p i t o l  C r e d i t  U n i o n  ( S C C U ) ,  l o c a t e d  i n  L i v i n g s t o n  L o r d  L i b r a r y - R o o m  
2 0 1 E ,  i s  a  f u l l  s e r v i c e  f i n a n c i a l  i n s t i t u t i o n .  S C C U  o f f e r s  a  w i d e  v a r i e t y  o f  
h i g h  q u a l i t y  f i n a n c i a l  p r o d u c t s  a n d  s e r v i c e s .  
Y o u  m a y  j o i n  S C C U  i f  y o u  a r e  e m p l o y e d  b y  M o o r h e a d  S t a t e  U n i v e r s i t y .  T o  j o i n ,  
s i m p l y  c o m p l e t e  a  m e m b e r s h i p  a p p l i c a t i o n  a n d  m a k e  a n  i n i t i a l  d e p o s i t  i n t o  a  
C a p i t o l  S h a r e  A c c o u n t .  O n c e  y o u  b e c o m e  a  m e m b e r  o f  S C C U ,  y o u r  f a m i l y  m e m b e r s  a r e  
a l s o  e l i g i b l e  t o  j o i n .  
T h e  f o l l o w i n g  f i n a n c i a l  p r o d u c t s  a r e  a v a i l a b l e  w i t h  S C C U  M e m b e r s h i p :  
S C C U ' s  C a p i t o l  F i n a n c i a l  A c c o u n t  c o m b i n e s  s a v i n g s ,  c h e c k i n g ,  a n  A T M  c a r d ,  V i s a ,  
a n d  C u t e l e  ( 2 4 - h o u r  b a n k i n g ) .  T h e  u n i q u e  a d v a n t a g e  o f  a  C F A  A c c o u n t  i s  t h a t  i t  
c o s t s  y o u  n o  m o r e  t h a n  m a i n t a i n i n g  a  c h e c k i n g  a c c o u n t .  
A l m o s t  a n y  t y p e  o f  l o a n  i s  a v a i l a b l e  t h r o u g h  S C C U .  S C C U  l o a n s  i n c l u d e :  
a u t o m o b i l e ,  h o m e  m o r t g a g e ,  l i n e  o f  c r e d i t ,  h o m e  e q u i t y ,  a n d  s t u d e n t  l o a n s .  
Y o u ' l l  f i n d  o u r  r a t e s  e x t r e m e l y  c o m p e t i t i v e  a n d  o u r  s e r v i c e  e x c e p t i o n a l .  
T h e  I n v e s t m e n t  P o r t f o l i o  A c c o u n t  o f f e r s  S C C U  m e m b e r s  a n  i n s u r e d  i n v e s t m e n t  
p r o g r a m ,  m o n e y  m a r k e t  s a v i n g s ,  a n d  c h e c k i n g  a c c o u n t s ,  c e r t i f i c a t e s  o f  d e p o s i t ,  
a n d  I R A ' s  a r e  a l s o  a v a i l a b l e  w i t h  t h e  I n v e s t m e n t  P o r t f o l i o  A c c o u n t .  F o r  y o u r  
p r o t e c t i o n ,  S C C U  i s  · f e d e r a l l y  i n s u r e d  b y  t h e  N a t i o n a l  C r e d i t  U n i o n  
A d m i n i s t r a t i o n .  
F o r  m o r e  i n f o r m a t i o n  a n d  a n  a p p l i c a t i o n  c o n t a c t  D a v e  H o l s e n ,  t h e  S C C U  
r e p r e s e n t a t i v e  a t  M o o r h e a d  S t a t e .  D a v e ' s  o f f i c e  i s  l o c a t e d  i n  R o o m  2 0 1 E  o f  
L i v i n g s t o n  L o r d  L i b r a r y ,  a n d  h i s  p h o n e  n u m b e r  i s  2 3 6 - 2 5 8 6 .  H e  i s  a v a i l a b l e  
M o n d a y  t h r o u g h  F r i d a y  f r o m  8 : 0 0  a . m .  t o  4 : 3 0  p . m .  G l e n  G u i d a ·  i s  t h e  s u b s t i t u t e  
r e p r e s e n t a t i v e  i n  H o l s e n ' s  a b s e n c e .  
S C C U  h a s  a  t o l l  f r e e  n u m b e r  f o r  a d d i t i o n a l  i n f o r m a t i o n :  1 - 8 0 0 - 3 3 2 - S C C U .  
[ M & C  5 / 1 5 / 9 2 ]  
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DELIVERY SERVICE AND SURPLUS 
Building Services handles the delivery, movement and return of office equipment 
and paper. A work order request should be sent to the Physical Plant office, 206 
Owens Hall, phone 236-2156, 48 hours prior to the necessary delivery time, if 
possible, indicating what type of materials need to be moved and where they need 
to be delivered to. Contact this office also if you have surplus inventory that 
needs to be picked up and taken to central inventory. [M&C 5/15/92] 
DISABILITY SERVICES 
All programs and services at MSU are accessible to disabled individuals, as 
mandated by Section 504 of the Rehabilitation Act of 1973. Accommodations must 
be made in order to make programs and services accessible. Possible 
accommodations include, but are not limited, to the following: 
1. Classroom accommodations, such as class relocation, note-taking services, 
adaptive testing, taped textbooks, and the use of tape recorders in class 
2 . Tutoring services 
3. Reasonable make-up time for coursework missed due to disability-related 
absences 
4. Modified housing arrangements 
5. Special parking permits 
Decisions regarding necessary accommodations may be made based on discussion 
between the student and instructor. If necessary, the Coordinator, Dean, and 
Academic Vice President may be asked to participate in the discussion and 
decision. 
Barriers to classroom accessibility should be reported to the Administrative 
Affairs Office, Owens 206, phone 236-2156. 
Questions or requests for services should be directed to the Coordinator for 
Services to Students with Disabilities, Comstock Memorial Union, Phone 299-5859, 
TDD 236-3697. [M&C 5/15/92] 
ELECTION/CAMPAIGN GUIDELINES 
In accordance with Minnesota Statute 43A.32, employees shall not directly or 
indirectly take part in any political activity during hours of employment. 
Employees are eligible for leaves of absence upon becoming a candidate or 
assuming an elected federal or state public office. In requesting such leaves, 
classified employees must fill out the form, Political Activity of State 
Employee, which is available in the Personnel Office. 
Every employee who is eligible to vote at any statewide general election or at 
an election to fill a vacancy in the office of U.S. Senator or U.S. 
representative in congress may be absent from work with pay to vote in the 
forenoon of the election day. Personnel Office, phone 236-2157, Owens 210. 
[M&C 5/15/92] 
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E M E R G E N C I E S  
( F I R E ,  M E D I C A L ,  W E A T H E R )  
F I R E  
T h e  f i r e  a l a r m  s y s t e m  w i t h i n  t h e  u n i v e r s i t y  b u i l d i n g s  i s  a c t i v a t e d  i n  t w o  w a y s :  
1 .  A u t o m a t i c a l l y ,  b y  t h e  s m o k e  d e t e c t i o n  s y s t e m .  
2 .  M a n u a l l y ,  b y  p u l l  s t a t i o n s .  
S h o u l d  y o u  s e e  o r  s m e l l  s m o k e  p r i o r  t o  a l a r m  a c t i v a t i o n  b y  t h e  s m o k e  d e t e c t o r s ,  
y o u  s h o u l d  i m m e d i a t e l y  a c t i v a t e  t h e  n e a r e s t  p u l l  s t a t i o n .  W h e n  a n  a l a r m  s o u n d s ,  
p l e a s e  a s s i s t  i n  t h e  r a p i d  e v a c u a t i o n  o f  a l l  p e r s o n n e l  f r o m  t h e  b u i l d i n g .  
D i s a b l e d / h a n d i c a p p e d  p e r s o n s  w h o  a r e  u n a b l e  t o  m o v e  d o w n  s t a i r w e l l s  s h o u l d  m o v e  
t o  t h e  n e a r e s t  s t a i r w e l l  l a n d i n g  f r o m  w h e r e  t h e  M o o r h e a d  F i r e  D e p a r t m e n t  c a n  
p r o v i d e  f o r  t h e i r  e v a c u a t i o n .  
T h e  M o o r h e a d  F i r e  D e p a r t m e n t  o r  u n i v e r s i t y  a d m i n i s t r a t i o n  w i l l  p e r m i t  r e - e n t r y  
w h e n  t h e  b u i l d i n g  i s  s a f e .  
P l e a s e  c o o p e r a t e  
s o u n d e d .  
b y  e v a c u a t i n g  t h e  b u i l d i n g  i m m e d i a t e l y  o n c e  a n  a l a r m  i s  
[ M & C  5 / 1 5 / 9 2 ]  
M E D I C A L  
T h e  H e n d r i x  H e a l t h  C e n t e r  s t a f f  r e c o m m e n d s  f o l l o w i n g  t h e  f o l l o w i n g  p r o c e d u r e s  i n  
t h e  e v e n t  o f  a  m e d i c a l  e m e r g e n c y  i n  t h e  c l a s s r o o m  o r  i n  o t h e r  a r e a s  o n  c a m p u s :  
I f  t h e r e  i s  a n y  i n d i c a t i o n  o f  
c a l l  n u m b e r  w h i c h  i s  9 - 9 1 1 .  
i n c l u d e  b u t  a r e  n o t  l i m i t e d  t o  
s h o r t n e s s  o f  b r e a t h ,  l o s s  
d e b i l i t a t i n g  i n j u r i e s .  
a  l i f e - t h r e a t e n i n g  s i t u a t i o n ,  d i a l  t h e  e m e r g e n c y  
E x a m p l e s  o f  l i f e  t h r e a t e n i n g  c o n d i t i o n s  c o u l d  
t h e  f o l l o w i n g :  c h o k i n g ,  s e v e r e  c h e s t  p a i n  a n d / o r  
o f  c o n s c i o u s n e s s .  u n c o n t r o l l e d  b l e e d i n g ,  o r  
S t a f f  m e m b e r s  a t  H e n d r i x  H e a l t h  C e n t e r  a r e  w i l l i n g  t o  c o m e  t o  t h e  l o c a t i o n  t o  
a d m i n i s t e r  e m e r g e n c y  f i r s t - a i d  t r e a t m e n t  a n d  p r o v i d e  s u p p o r t .  H o w e v e r ,  d i a l  
9 - 9 1 1  f i r s t  t o  a v o i d  w a s t i n g  l i f e - s a v i n g  m i n u t e s .  T h e n ,  c a l l  t h e  H e a l t h  C e n t e r  
a t  2 2 1 1 .  T h e r e  w i l l  b e  o c c a s i o n a l  i n s t a n c e s . w h e n  t h e  H e a l t h  C e n t e r  i s  c l o s e d .  
T h e  c o s t  o f  a n  a m b u l a n c e  i s  t h e  r e s p o n s i b i l i t y  
" p a t i e n t "  r e f u s e s  t r a n s p o r t ,  t h e r e  i s  n o  c h a r g e .  
p e r s o n  w h o  c a l l s  t h e  a m b u l a n c e .  
o f  t h e  " p a t i e n t . "  I f  t h e  
T h e r e  i s  n o  c h a r g e  t o  t h e  
A t  t h e  b e g i n n i n g  o f  e v e r y  q u a r t e r ,  f a c u l t y  m e m b e r s  s h o u l d  a s k  t h e  s t u d e n t s  i n  
t h e i r  c l a s s e s  t o  n o t i f y  t h e m  a b o u t  a n y  h e a l t h  p r o b l e m s  t h a t  m i g h t  r e q u i r e  
e m e r g e n c y  t r e a t m e n t .  I f  a n y  s t u d e n t  c o m e s  f o r w a r d .  t h e  i n s t r u c t o r  c a n  a s k  t h e  
s t u d e n t ,  i n  p r i v a t e ,  w h a t  t h e  u s u a l  e m e r g e n c y  t r e a t m e n t  i n v o l v e s .  T h i s  
i n f o r m a t i o n  c o u l d  g i v e  t h e  i n s t r u c t o r  a  s e n s e  o f  c o n f i d e n c e  i f  a n  e m e r g e n c y  
t r e a t m e n t  s i t u a t i o n  a r i s e s .  
I f  a n y o n e  h a s  q u e s t i o n s  a b o u t  t h e s e  r e c o m m e n d e d  p r o c e d u r e s ,  p l e a s e  f e e l  f r e e  t o  
c a l l  t h e  D i r e c t o r  o f  H e a l t h  S e r v i c e s  a t  e x t .  2 3 2 7 .  ( M & C  5 / 1 5 / 9 2 ]  
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WEATHER 
The following policies and procedures apply in case of bad winter weather. Some 
decisions can only be made in St. Paul and those are described in the first 
portion of the memo below. Other decisions can be made locally, and those are 
outlined in the second section below. 
Declaring a Weather Emergency 
In St. Paul, the State Commissioner of Employee Relations is designated by state 
statute as the only person in the state government who can declare a weather 
emergency and thereby excuse employees from duty with oav. Unless the 
Commissioner declares a weather emergency, the pay provisions will not take 
effect. If winter weather makes employees unwilling or unable to come to work, 
they will need to use annual leave, an adjusted work schedule, compensatory 
time, or leave without pay to cover the absence from work. In the final 
analysis, it's the individual employee's decision how to evaluate whether 
weather conditions make it safe enough to travel to work or not. As a practical 
matter, employees should expect that Weather Emergencies will almost never be 
declared by the Commissioner (at least none have been declared in our area in 
recent years). 
Calling Off Classes 
When weather conditions are bad enough, MSU officials may decide without 
checking with St. Paul to call off classes. When classes are called off, local 
radio and TV stations will be notified as early as possible, and listening to 
radio and TV is the best way of finding out whether classes will meet or not. 
One difficulty encountered in the past is that although the university will tell 
radio and TV stations that it is just classes which have been called off, this 
sometimes get reported on the air as "Moorhead State is closed." Clearly, the 
university cannot always control exactly what reporters say on the air. 
It should also be noted that about 90% of the students and employees live in the 
immediate Moorhead/Fargo area. Consequently, if travel is possible in the two 
cities, the university will usually try to avoid calling off classes. On the 
other hand, even when classes are held, it may be difficult for out-of-town 
students to get there, so faculty members are asked to take bad weather into 
consideration when evaluating student absences. [M&C 5/15/92] 
EMPLOYEE ASSISTANCE PROGRAM 
The Employee Assistance Program was established on December 29, 1976 and is 
available to all Minnesota State employees and their dependents. The program is 
based upon the premise that "the State recognizes that chemical dependency or 
other problems not directly associated with ones' job function can have an 
affect on an employee's job performance." Job performance can be adversely 
affected by any personal problem. The range of personal problems may include but 
is not limited to chemical dependency, psychological, marital, financial, legal 
and other concerns. The purpose of this program is to preserve valuable state 
employees in their positions through resolution of these personal problems. 
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S e r v i c e s  a r e  a l s o  o f f e r e d  t o  a l l  d e p e n d e n t s  o f  s t a t e  e m p l o y e e s .  T h e  r e q u e s t  f o r  
h e l p  m a y  b e  i n i t i a t e d  b y  t h e  e m p l o y e e ,  t h e  f a m i l y ,  u n i o n  r e p r e s e n t a t i v e ,  t h e  
s u p e r v i s o r  o r  t h e  P e r s o n n e l  O f f i c e .  C a l l  t h e  P e r s o n n e l  O f f i c e  o r  t h e  p r o g r a m  
p h o n e  n u m b e r  t o  a r r a n g e  a n  a p p o i n t m e n t .  T h e  d i s c u s s i o n  o f  t h e  p r o b l e m  i s  
s t r i c t l y  b e t w e e n  t h e  e m p l o y e e / d e p e n d e n t  a n d  t h e  c o u n s e l o r .  T h e  e m p l o y e e  m a y  
t h e n  b e  r e f e r r e d  t o  a n  a p p r o p r i a t e  p r o f e s s i o n a l  r e s o u r c e  i n  t h e  c o m m u n i t y  f o r  
o n g o i n g  c o u n s e l i n g  a n d  r e s o l u t i o n  o f  . t h e  p r o b l e m .  
T h e r e  i s  n o  c h a r g e  f o r  t h e  d i a g n o s t i c  a n d  r e f e r r a l  s e r v i c e s  o f f e r e d  t h r o u g h  t h e  
p r o g r a m .  H o w e v e r ,  t h e  c o s t s  o f  t h e r a p y  a r e  n o t  c o v e r e d  b y  t h e  p r o g r a m  b u t  i n  
m a n y  c a s e s  s u c h  a s  c h e m i c a l  d e p e n d e n c y  a n d  p s y c h o l o g i c a l  p r o b l e m s ,  t h e  t h e r a p y  
c o s t s  a r e  c o v e r e d  b y  t h e  e m p l o y e e ' s / d e p e n d e n t ' s  h e a l t h  c o v e r a g e  p l a n .  T h e  
p r o g r a m  i s  p r i v a t e  a n d  c o n f i d e n t i a l  u n l e s s  t h e  e m p l o y e e  u s i n g  t h e  s e r v i c e s  o f  
t h e  p r o g r a m  g i v e s  a  s p e c i a l  r e l e a s e .  T h e  o n l y  i n f o r m a t i o n  t h a t  c a n  b e  s h a r e d  
w i t h  a  r e f e r r e r  i s  w h e t h e r  t h e  a p p o i n t m e n t  w a s  k e p t  o r  w h e t h e r  t h e  e m p l o y e e  
a c c e p t e d  t h e  r e c o m m e n d a t i o n  f o r  p r o f e s s i o n a l  h e l p  f o r  w h a t e v e r  p e r s o n a l  p r o b l e m  
w a s  d e t e r m i n e d  d u r i n g  t h e  d i a g n o s t i c  i n t e r v i e w .  
S u p e r v i s o r s  w i l l  a l l o w  t h e  u s e  o f  s i c k  l e a v e  w h e n  t h e y  h e l p  t h e  e m p l o y e e  m a k e  
t h e  a p p o i n t m e n t  t o  v i s i t  a  p r o g r a m  c o u n s e l o r .  F u r t h e r ,  t h e  o f f i c i a l  p o l i c y  
s t a t e s :  " W h e n  a  d i a g n o s i s  a n d  r e f e r r a l  i s  m a d e  b y  t h e  c o u n s e l o r ,  t h e  e m p l o y e e  
m a y  u s e  s i c k  l e a v e  f o r  t h e  p r e s c r i b e d  t r e a t m e n t  o r  r e h a b i l i t a t i o n  p r o g r a m  m a d e  
a v a i l a b l e  u n d e r  h o s p i t a l i z a t i o n  o r  h e a l t h  b e n e f i t s  p r e s e n t l y  o f f e r e d  t o  
e m p l o y e e s  o f  t h e  S t a t e  o f  M i n n e s o t a . "  
D i a g n o s t i c  a n d  r e f e r r a l  s o u r c e s  a r e  n o t  l i m i t e d  
E m p l o y e e s ,  t h e  f a m i l y ,  u n i o n  s t e w a r d ,  s u p e r v i s o r  o r  
a r r a n g e  a  d i a g n o s t i c  c o u n s e l i n g  i n t e r v i e w  w i t h  a  
c o u n s e l o r  b y  c a l l i n g  o n e  o f  t h e  f o l l o w i n g  n u m b e r s :  
t o  t h e  M o o r h e a d  a r e a .  
t h e  P e r s o n n e l  O f f i c e  m a y  
d i a g n o s t i c  a n d  r e f e r r a l  
L a k e l a n d  M e n t a l  H e a l t h  
D e n n i s  D .  N i m s  
T o w n s i t e  C e n t e r  
8 1 0  4 t h  A v e .  S o .  
M o o r h e a d ,  M N  5 6 5 6 0  
2 3 3 - 7 5 2 4  
L a k e l a n d  M e n t a l  H e a l t h  
D o n  J a n e s  
L a k e  A v e n u e  P l a z a  
7 1 4  L a k e  A v e .  
D e t r o i t  L a k e s ,  M N  5 6 5 0 1  
( 2 1 8 )  8 4 7 - 1 6 7 6  
F u r t h e r  i n f o r m a t i o n  m a y  a l s o  b e  
2 3 6 - 2 1 5 8 ,  O w e n s  2 1 0 .  
L a k e l a n d  M e n t a l  H e a l t h  
V e r n  G i l b e r t  
1 2 6  E a s t  A l c o t t  A v e .  
F e r g u s  F a l l s ,  M N  5 6 5 3 7  
( 2 1 8 )  7 3 6 - 6 9 8 7  
S t a t e .  E m p l o y e e s  A s s i s t a n c e  P r o g r a m  
S u i t e  2 0 0  S u m m i t  B a n k  B u i l d i n g  
2 0 5  A u r o r a  A v e .  
S t .  P a u l ,  M N  5 5 1 0 3  
S t a t e w i d e  I n f o r m a t i o n  ( 6 1 2 )  2 9 6 - 0 7 6 5  
E m e r g e n c y  N u m b e r  1 - 8 0 0 - 2 2 3 - 4 5 1 2  
o b t a i n e d  f r o m  t h e  P e r s o n n e l  O f f i c e ,  p h o n e  
[ M & C  5 / 1 5 / 9 2 ]  
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EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION 
Policy Statement 
Moorhead State University is committed to providing equal education and 
employment opportunities to all persons and does not discriminate on the basis 
of race, religion, color, creed, veteran's status, national origin, sex, sexual 
orientation/affectional preference, age, marital status, physical and mental 
disability, status due to receipt of public assistance, or any other group or 
class against which discrimination is prohibited by Title VII of the Civil 
Rights Act of 1964, Title IX of the Education Amendments of 1972, Minnesota 
Statutes Chapter 363, and other applicable state or federal laws. 
Moorhead State University recognizes that there are various groups which are 
underutilized in educational programs and employment within the University. The 
University also recognizes the value of the diversity of cultural experiences 
for all students and employees which will be achieved through full participation 
of these groups in the educational process and in employment. Therefore, 
Moorhead State University commits itself to programs of affirmative action 
intended to remedy this underrepresentation and to encourage cultural diversity 
and participation by members of these groups in all facets of university life. 
Discrimination/Harassment Complaint Procedures 
It is the policy of the Minnesota State University Board to obtain prompt and 
equitable internal resolution of allegations of discrimination relating to race, 
religion, color, creed, veteran's status, national or1g1n, sex, sexual 
orientation/affectional preference, age, marital status, physical and mental 
disability, status due to receipt of public assistance, or any other group or 
class against which discrimination is prohibited. Moorhead State University has 
developed a complaint procedure which is available to all employees and students 
of the university. An employee or student who pursues a complaint through this 
procedure shall be able to do so without reprisal. Any instances of reprisal 
which may result from pursuit of a complaint are also grievable under this 
procedure. This procedure is adopted by the State University Board consistent 
with the provisions of Title IX of the 1972 Educational Amendments and 
consistent with Title VII of the Civil Rights Act of 1964 and other applicable 
State and Federal laws. Complete procedures are available from the Affirmative 
Action Officer, Counseling Center, Flora Frick 151, phone 236-2229. 
Affirmative Action/Title IX Officer 
The Affirmative Action/Title IX Officer, in conjunction with the Equal 
Opportunity Officer and the University Affirmative Action Committee, provides 
ongoing administration of the AA/EEO programs and policies. Duties include the 
preparation of reports on AA/EEO efforts and accomplishments, the coordination 
of training and education programs, and the monitoring of the search and 
selection process for all unclassified positions in accordance with established 
recruitment and hiring procedures. Complaints of discrimination/sexual 
harassment are also filed with the Affirmative Action/Title IX Officer, phone 
236-2229, Counseling Center, Flora Frick 151. 
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E q u a l  O p p o r t u n i t y  O f f i c e r  
T h e  E q u a l  O p p o r t u n i t y  O f f i c e r  i s  r e s p o n s i b l e  f o r  t h e  o v e r a l l  i m p l e m e n t a t i o n  a n d  
a d m i n i s t r a t i o n  o f  t h e  A A / E E O  p r o g r a m s  a n d  p o l i c i e s  a t  M S U ,  a n d  s e r v e s  a s  t h e  
C h a i r p e r s o n  o f  t h e  A f f i r m a t i v e  A c t i o n  C o m m i t t e e .  T h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  
A f f a i r s  s e r v e s  a s  t h e  E q u a l  O p p o r t u n i t y  O f f i c e r ,  p h o n e  2 3 6 - 2 7 6 5 ,  O w e n s  2 0 5 .  
A f f i r m a t i v e  A c t i o n  C o m m i t t e e  
T h e  M S U  A f f i r m a t i v e  A c t i o n  C o m m i t t e e  i s  r e s p o n s i b l e  f o r  m a k i n g  r e c o m m e n d a t i o n s  
t o  t h e  p r e s i d e n t  c o n c e r n i n g  A f f i r m a t i v e  A c t i o n / E q u a l  E m p l o y m e n t  O p p o r t u n i t y  
p o l i c y  a n d  a s s i s t i n g  i n  t h e  d e v e l o p m e n t  a n d  i m p l e m e n t a t i o n  o f  A f f i r m a t i v e  A c t i o n  
p r o g r a m s ,  p o l i c i e s  a n d  p r o c e d u r e s  a t  M S U .  T h e  c o m m i t t e e  i s  c h a i r e d  b y  t h e  E q u a l  
O p p o r t u n i t y  O f f i c e r .  C o m m i t t e e  m e m b e r s  a r e  a p p o i n t e d  b y  t h e  p r e s i d e n t .  P h o n e  
2 3 6 - 2 2 2 9  f o r  a d d i t i o n a l  i n f o r m a t i o n .  ( M & C  5 / 1 5 / 9 2 )  
E Q U I P M E N T / P R O P E R T Y  
O w n e r s h i p  o f  a l l  U n i v e r s i t y  p r o p e r t y  s h a l l  r e s i d e  w i t h  t h e  i n s t i t u t i o n ,  w h i l e  
c u s t o d y ,  c o n t r o l  a n d  u s a g e  i s  t h e  r e s p o n s i b i l i t y  o f  e a c h  u n i t .  D e p a r t m e n t / u n i t  
h e a d s  a r e  r e s p o n s i b l e  f o r  t h e  p r o p e r  u s e ,  m a i n t e n a n c e  a n d  p r o t e c t i o n  o f  a l l  
p r o p e r t y .  U n i v e r s i t y  p r o p e r t y  m a y  b e  r e m o v e d  f r o m  t h e  c a m p u s  o n l y  w i t h  t h e  
w r i t t e n  p e r m i s s i o n  o f  t h e  A d m i n i s t r a t i v e  V i c e  P r e s i d e n t .  A d m i n i s t r a t i v e  A f f a i r s ,  
p h o n e  2 3 6 - 2 0 7 0 ,  O w e n s  2 0 6 .  [ M & C  5 / 1 5 / 9 2 ]  
E Q U I P M E N T  U S E  
T h e  t e c h n i c a l  e q u i p m e n t  o f  t h e  S y s t e m  o r  u n i v e r s i t y  s h a l l  n o t  b e  u s e d  b y  a  
f a c u l t y  m e m b e r  f o r  p e r s o n a l  u s e  w i t h o u t  n o t i c e  t o  a n d  t h e  c o n s e n t  o f  h i s / h e r  
e m p l o y e r  a n d  t h e  p a y m e n t  o f  a  r e a ' s o n a b l e  f e e  f o r  t h e  p r i v i l e g e  e n j o y e d .  I F O / S U B  
A g r e e m e n t ,  A r t i c l e  2 7 8 ,  S e c t i o n  C ,  S u b d .  6 ;  M S U A A S F / S U B  A g r e e m e n t ,  A r t i c l e  2 0 ,  
S e c t i o n  C .  S u b d .  6 .  [ M & C  5 / 1 5 / 9 2 ]  
F A C I L I T I E S  A N D  S E R V I C E S  
I n  g e n e r a l ,  f a c u l t y  a n d  s t a f f  a r e  t o  u s e  t h e  u n i v e r s i t y  f a c i l i t i e s  a n d  s e r v i c e s  
f o r  u n i v e r s i t y  b u s i n e s s  o n l y .  H o w e v e r ,  t h e  u n i v e r s i t y  h a s  t r a d i t i o n a l l y  b e e n  
o p e n  t o  i t s  c o m m u n i t i e s ,  a n d  t o  t h e  e x t e n t  t h a t  t h i s  t r a d i t i o n  c a n  b e  m a i n t a i n e d  
w i t h o u t  c o n f l i c t i n g  w i t h  t h e  n o r m a l  w o r k  o f  t h e  i n s t i t u t i o n ,  c o o p e r a t i o n  s h o u l d  
b e  e n c o u r a g e d .  I t  s h o u l d  b e  c l e a r  t h o u g h ,  t h a t  u n i v e r s i t y  f a c i l i t i e s  c a n n o t  b e  
u s e d  f o r  p u r p o s e s  u n r e l a t e d  t o  i t s  e d u c a t i o n a l  p r o g r a m s ,  a n d  t h a t  t h e  u n i v e r s i t y  
i s  n o t  c o m p e t i n g  w i t h  c o m m e r c i a l  f a c i l i t i e s  a n d  s e r v i c e s  a v a i l a b l e  f o r  
c o n f e r e n c e s  a n d  c o n v e n t i o n s .  Q u e s t i o n s  o n  u s e  o r  r e n t a l  s h o u l d  b e  d i r e c t e d  t o  
t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 6 .  [ M & C  5 / 1 5 / 9 2 )  
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FAX MACHINES 
A fax machine is available in the Owens Hall Post Office for general campus use. 
In order to send a fax, a cover sheet must be completed and your telephone 
access code provided to the post office staff. Incoming fax messages are placed 
in your post office box and can be picked up with your mail. Post Office, Owens 
102, phone 236-2205. (M&C 5/15/92) 
FINANCIAL PROCEDURES 
Contracts and Leases 
Moorhead State University contractual obligations must conform to state and 
federal law. Only authorized personnel may sign contracts obligating the 
institution. 
Employees entering into contracts in the name of the university and/or state are 
legally liable for resulting obligations when such contracts are not approved by 
authorized administrative personnel. Further, Minnesota Statutes Chapter 16A.15 
Subd. 3, provides that entering into such unauthorized contract or commitments 
may result in dismissal. Employees who are involved in activities which will 
require a contract or insurance should check the requirements with the Business 
Office, Owens 106. 
Processing of contracts takes at least four months and requires final approval 
by the Minnesota Attorney General's Office and the Commissioner of Finance. MSU 
personnel delegated as authorized to sign contracts on behalf of the University 
are as follows: 
Type of Contract: 
Professional, technical 
services, property 
leases, equipment 
leases, misc. service 
MSU Approval Signature: 
President, Vice Presidents for 
Administrative Affairs, Business 
Manager, Accounting Officers 
Additional information on contracts is available in the Business Office, Owens 
106. 
Deposit Requirements 
All funds received to support university programs, whether gate receipts, 
concession sales, donations, accounts receivable payments or other revenue,. must 
be deposited in accounts established with the university (see SUB Internal Rule 
601 on University Activity Funds, M.S. 136.11). Deposits with the university 
cashier must be made daily if the account collected is more than $25. The 
cashier's window in located in Owens; hours are 8:45 a.m. to 4:00 p.m., Monday 
thru Friday. Under no circumstances may cash remain within a department for more 
than one week. 
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P a y r o l l  
T h e  s t a t e  d i v i d e s  t h e  y e a r  i n t o  2 6  e q u a l  p a y  p e r i o d s .  E a c h  p a y  p e r i o d  c o v e r s  a  
t w o  w e e k  s p a n  s t a r t i n g  o n  a  W e d n e s d a y  a n d  e n d i n g  o n  a  T u e s d a y .  P a y c h e c k s  a r e  
d i s t r i b u t e d  t o  e m p l o y e e s  o n  a  F r i d a y ,  1 0  d a y s  a f t e r  t h e  p a y  p e r i o d  e n d s .  T h i s  
1 0 - d a y  d e l a y  i s  n e e d e d  t o  p r o c e s s  a n d  d i s t r i b u t e  p a y c h e c k s  f o r  t h e  s t a t e  
1  
s  
4 0 , 0 0 0  e m p l o y e e s .  
P a y c h e c k s  a r e  n o r m a l l y  d i s t r i b u t e d  t o  c a m p u s  a d d r e s s  b u t  o t h e r  o p t i o n s  a r e  
a v a i l a b l e ,  i n c l u d i n g  d e p o s i t i n g  t o  b a n k  o r  m a i l i n g  t o  h o m e  a d d r e s s .  T h e s e  
o p t i o n s  s h o u l d  b e  d i s c u s s e d  w i t h  t h e  p a y r o l l  d e p a r t m e n t  i n  t h e  B u s i n e s s  O f f i c e ,  
O w e n s  1 0 6 ,  p h o n e  2 3 6 - 2 2 2 2  o r  2 3 6 - 2 2 2 3 .  [ M & C  5 / 1 5 / 9 2 ]  
F U N D - R A I S I N G  P O L I C Y  
A n y  f u n d - r a i s i n g  p r o j e c t  m u s t  b e  o u t l i n e d  a n d  s u b m i t t e d  t o  t h e  M S U  D e v e l o p m e n t  
O f f i c e  t h r e e  m o n t h s  p r i o r  t o  t h e  p r o j e c t  
1  
s  s t a r t i n g  d a t e .  O u t l i n e s  s h o u l d  
i n c l u d e :  
1 .  B a s i c  p u r p o s e  o f  p r o j e c t  
2 .  T y p e  o f  s o l i c i t a t i o n  t o  b e  u s e d  
3 .  W h o  w i l l  b e  r e s p o n s i b l e  f o r  s o l i c i t i n g  
4 .  P r o j e c t  e s t i m a t e d  t i m e t a b l e  
5 .  E x p e c t e d  d o n o r  b a s e  t o  b e  s e l e c t e d  ( p e o p l e  o r  o r g a n i z a t i o n s  y o u  w i s h  t o  
s o l i c i t )  
D e p a r t m e n t s / o r g a n i z a t i o n s  a r e  e x p e c t e d  t o  s u b m i t  a  c o m p l e t e  l i s t  o f  s o l i c i t a t i o n  
r e s u l t s  a f t e r  p r o j e c t  c o m p l e t i o n .  ( M & C  5 / 1 5 / 9 2 ]  
G I F T S  T O  T H E  U N I V E R S I T Y  
M i n n e s o t a  S t a t u t e s  a n d  S t a t e  U n i v e r s i t y  p o l i c y  p r o v i d e  a u t h o r i t y  f o r  t h e  
a c c e p t a n c e  o f  g i f t s  t o  t h e  u n i v e r s i t y .  T h e  G i f t  A c c e p t a n c e  R e p o r t i n g  f o r m ,  
a v a i l a b l e  i n  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  m u s t  b e  c o m p l e t e d  a n d  
r e t u r n e d  t o  t h a t  o f f i c e .  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 6 ,  p h o n e  2 3 6 - 2 1 5 6 .  
[ M & C  5 / 1 5 / 9 2 ]  
H A Z A R D O U S  V A S T E  
N o t i f y  t h e  P h y s i c a l  P l a n t  o f f i c e  i f  i t  i s  s u s p e c t e d  t h a t  h a z a r d o u s  m a t e r i a l s  a r e  
a c c u m u l a t i n g  o r  h a v e  b e e n  i n a d e q u a t e l y  s t o r e d .  S p e c i f i c  d e f i n i t i o n s  e x i s t  f o r  
h a z a r d o u s  w a s t e  b u t  g e n e r a l l y  a r e  t h o s e  t h i n g s  t h a t  a r e  t o x i c ,  i r r i t a t i v e ,  
c o r r o s i v e ,  f l a m m a b l e ,  o x i d a t i v e  o r  e x p l o s i v e .  A  d i s p o s a l  p r o c e d u r e  i s  i n  p l a c e  
f o r  t h e  r e m o v a l  o f  h a z a r d o u s  w a s t e .  C o n t a c t  t h e  P h y s i c a l  P l a n t  O f f i c e ,  O w e n s  
2 0 6 ,  p h o n e  2 3 6 - 2 1 5 6 .  ( M & C  5 / 1 5 / 9 2 ]  
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HOLIDAYS 
Designated holidays or days on which duties are not to be scheduled are 
stipulated in the IFO/SUB Agreement, Article 10, Section D and the MSUAASF/SUB 
Agreement, Article 16. Both contracts include the following fixed holidays: 
New Year's Day, Martin Luther King Day, Memorial Day, Labor Day, Thanksgiving 
Day, the day after Thanksgiving, Christmas Eve Day, and Christmas Day. In 
addition, the MSUAASF/SUB Agreement includes Independence Day. Both agreements 
include Veterans Day and President's Day which may through meet and confer be 
designed at other times. The IFO/SUB Agreement includes Columbus Day in this 
same category. [M&C 5/15/92] 
ID CARDS 
Photo identification cards are produced in the library at no cost to the faculty 
member. The photo ID card is required for circulation privileges in the library. 
It is also useful as local identification and is often required to obtain 
government rates at motels when traveling. For more information contact the 
Library, phone 236-2355. [M&C 5/15/92] 
INVENTORY 
Fixed asset inventory lists are .maintained in the Business Office and are 
.updated as new equipment arrives. Inventory Control, Owens 106, phone 236-2059. 
[M&C 5/15/92] 
KEYS 
Faculty and staff can obtain building and office keys with approval from their 
appropriate departmental head. When employees leave the university, they must 
return their keys to the Office of Administrative Affairs, Owens 206, phone 
236-2074. [M&C 5/15/92] 
LOST AND FOUND 
Items found around campus are sent either to the Exchange in the Student Union 
or to the Information Booth in Owens Hall. Keys are sent to the Office of 
Administrative Affairs. Administrative Affairs, Owens 206, phone 236-2156. 
[M&C 5/15/92] 
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H A I L I N G  P R O C E D U R E S  
B u n d l i n g  t h e  M a i l  
O u t g o i n g  m a i l  f o r  e a c h  a c c o u n t  n u m b e r  s h o u l d  b e  b u n d l e d  w i t h  a  r u b b e r  b a n d  
a r o u n d  i t  b e f o r e  d e p o s i t i n g  i t  t o  b e  m e t e r e d .  P u t  t h e  f l a p  d o w n  o n  e a c h  e n v e l o p e  
a n d  s t a c k  o n e  e n v e l o p e  o n  t o p  o n  a n o t h e r .  D o  n o t  ' n e s t '  t h e  e n v e l o p e s  t o g e t h e r  
w i t h  t h e  f l a p s  u p .  I f  y o u  c h o o s e  t o  s e a l  a n y  e n v e l o p e s ,  t h e y  m u s t  b e  b u n d l e d  
s e p a r a t e l y  f r o m  t h e  u n s e a l e d  o n e s  f o r  e a c h  d e p a r t m e n t .  A n y  i t e m s  r e q u i r i n g  
s p e c i a l  a t t e n t i o n  - s u c h  a s  A i r m a i l  ( i n c l u d i n g  C a n a d a  a n d  M e x i c o )  o r  C e r t i f i e d  
l e t t e r s ,  m u s t  b e  c l e a r l y  l a b e l e d  a n d  p l a c e d  a  t h e  f r o n t  o f  a  b u n d l e  t o  d r a w  
a t t e n t i o n  t o  t h e m .  A l l  m a n i l a  e n v e l o p e s  m u s t  b e  s e a l e d  b y  y o u .  S p e c i f y  a n y  
m a n i l a  e n v e l o p e s  t o  b e  s e n t  F i r s t  C l a s s ,  o t h e r w i s e  t h e y  w i l l  b e  s e n t  a t  t h e  
l o w e s t  a p p l i c a b l e  r a t e .  P l a c e  y o u r  a c c o u n t  n u m b e r  n e a r  t h e  u p p e r  l e f t  c o r n e r .  
I n t r a - c a m p u s  m a i l  s h o u l d  b e  d e p o s i t e d  s e p a r a t e l y  i n  t h e  a p p r o p r i a t e  m a i l b o x .  
P r e - s t a m p e d  m a i l  s h o u l d  a l s o  b e  d e p o s i t e d  s e p a r a t e l y  i n t o  t h e  U S  M a i l  b o x .  
L a r g e  m a i l i n g s  
V h e n  p l a n n i n g  l a r g e  m a i l i n g s ,  c o n s i d e r  u s i n g  ' b u l k  m a i l '  ( r e q u i r e s  2 0 0  i d e n t i c a l  
p i e c e s ) .  C a m p u s  p o s t  o f f i c e  p e r s o n n e l  w i l l  h e l p  y o u  p l a n  l a r g e  m a i l i n g s  a n d  
p r o v i d e  u p - t o - d a t e  i n f o r m a t i o n  w h e n e v e r  y o u  r e q u e s t  i t .  
E x p r e s s  M a i l  o v e r n i g h t  s e r v i c e  i s  a l s o  o f f e r e d .  T h e  b a s i c  c h a r g e  i f  $ 9 . 9 5  f o r  u p  
t o  8  o z . ,  $ 1 3 . 9 5  f o r  8  o z .  t o  2  l b s .  w i t h  n e x t  d a y  d e l i v e r y  g u a r a n t e e d  t o  m o s t  
l a r g e  c i t y  Z i p  C o d e s .  I t  i s  s t r o n g l y  r e c o m m e n d e d  t h a t  E x p r e s s  M a i l  p a c k a g e s  b e  
b r o u g h t  d i r e c t l y  t o  M S U  P o s t a l  S e r v i c e s  a s  e a r l y  a s  p o s s i b l e ,  b u t  n o  l a t e r  t h a n  
3 : 0 0  p . m .  t o  m e e t  d e a d l i n e s .  
A l l  f i r s t  c l a s s  m a i l  i s  d i s p a t c h e d  t o  t h e  d o w n t o w n  M o o r h e a d  P o s t  O f f i c e  t h e  s a m e  
d a y  i t  i s  r e c e i v e d .  ( A n y  m a i l  t h a t  a r r i v e s  a f t e r  3 : 0 0  p . m .  m a y  n o t  l e a v e  t h e  
s a m e  d a y . )  B u l k  m a i l  i s  p r o c e s s e d  a s  t i m e  p e r m i t s ,  b u t  w i t h i n  3  d a y s  o f  i t s  
a r r i v a l .  
F o r  a d d i t i o n a l  i n f o r m a t i o n ,  p l e a s e  c o n t a c t  P o s t a l  S e r v i c e s ,  
2 3 6 - 2 8 8 5 .  
M A P S  
O w e n s  1 0 2 ,  p h o n e  
[ M & C  5 / 1 5 / 9 2 ]  
C u r r e n t  v e r s i o n s  o f  t h e  c a m p u s  m a p  a r e  a v a i l a b l e  f r o m  t h e  U n i v e r s i t y  P r i n t i n g  
S e r v i c e s  f o r  u s e  i n  p u b l i c a t i o n s .  P r i n t e d  m a p s  c a n  b e  o b t a i n e d  t h r o u g h  t h e  
O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 6 ,  p h o n e  2 3 6 - 2 1 5 6 .  [ M & C  5 / 1 5 / 9 2 ]  
M E D I C A L  E X C U S E S  F O R  S T U D E N T S  
W r i t t e n  m e d i c a l  e x c u s e s  w i l l  n o t  b e  g i v e n  t o  s t u d e n t s  w h o  a r e  s e e n  a t  t h e  
H e n d r i x  H e a l t h  C e n t e r  u n l e s s  t h e y  a r e  h o s p i t a l i z e d  o r  a d v i s e d  t o  g o  h o m e  f o r  a n  
e x t e n d e d  p e r i o d  o f  t i m e .  I n  t h o s e  i n s t a n c e s ,  w i t h  t h e  p e r m i s s i o n  o f  t h e  
s t u d e n t ,  t h e  H e a l t h  C e n t e r  w i l l  n o t i f y  i n s t r u c t o r s  b y  t e l e p h o n e  a n d  m a i l .  
S t u d e n t s  w h o  a r e  i l l  a r e  a d v i s e d  b y  H e a l t h  C e n t e r  s t a f f  t o  s p e a k  d i r e c t l y  w i t h  
t h e i r  i n s t r u c t o r s  r e g a r d i n g  t h e i r  i l l n e s s / c o n d i t i o n .  [ M & C  5 / 1 5 / 9 2 ]  
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PARKING 
Every effort is made to provide convenient parking facilities on campus for the 
faculty and staff. However, budget and space limitations make it necessary to 
enforce parking regulations carefully to satisfy all the demands. Each faculty 
and staff member who operates a vehicle on the campus must register each vehicle 
and pay a fee for a parking permit that is to be attached to the left rear side 
window of the vehicle or displayed on a hanger from the rear view mirror. 
Parking permits are available through the Office of Administrative Affairs. 
Each vehicle so registered will be assigned to park in a designated parking lot 
as near as possible to the employee's office. For most lots, possession of a 
parking permit does not guarantee that a space will be available. A parking and 
traffic regulation brochure, which contains a campus map designating parking 
lots, will be issued at the time the permit is purchased. 
Substitute or Temporary Vehicles 
Anyone having a registered vehicle and needing to operate a substitute vehicle 
for a period not to exceed one month may do so by obtaining a temporary vehicle 
permit from the Office of Administrative Affairs. This temporary permit will be 
dated for the period and must be displayed on the substitute vehicle as 
instructed. The vehicle should not be operated on the campus until it has been 
properly identified. 
Permits for Visitors and/or Meeting or Workshop Attendants 
For the convenience of faculty and staff members who are expecting guests to the 
campus, a special permit may be obtained at the Office of Administrative 
Affairs. The permits should be obtained in advance of the visit if at all 
possible, and may be mailed to the guest. These permits have a map of the campus 
printed on one side to facilitate your guest in locating you. Faculty or staff 
members holding special meetings or workshops on campus should contact the 
Office of Administrative Affairs in advance of the meeting to make parking 
arrangements for the guest participants. For short-term visitors, a Visitor's 
Lot is available with two 10-minute spaces for faculty or staff vehicles 
identified by a current parking permit who have brief errands to run in Owens 
Hall or other adjacent offices/buildings, and metered spaces (25 cents for 30 
minutes) for anyone who does not have guest permit. 
Vehicle and Parking Regulations 
Vehicles must be parked so that the whole vehicle is within any marked 
boundaries. No vehicle shall be parked in crosswalks, landscaped areas, 
driveways, loading zones, within 15 feet of fire hydrants, along yellow painted 
curbs, in front of any removable barricade, or in any other space where signs 
indicate no parking. Speed limit on the campus is 15 miles per hour, and drivers 
of vehicles must yield the right of way to pedestrians. 
- 78 -
V i o l a t i o n s  a n d  P e n a l t i e s  
F a i l u r e  t o  c o m p l y  w i t h  t h e  p u b l i s h e d  P a r k i n g  a n d  ~raffic R e g u l a t i o n s  m a y  r e s u l t  
i n  t h e  i s s u a n c e  o f  a  t r a f f i c  v i o l a t i o n  c i t a t i o n  o r  t h e  i m p o u n d i n g  o f  t h e  
v e h i c l e .  A l l  f i n e s  a r e  p a y a b l e  a t  t h e  M o o r h e a d  P o l i c e  D e p a r t m e n t .  
A  P a r k i n g  C o m m i t t e e  e x i s t s  t o  r e v i e w  w r i t t e n  a p p e a l s  f r o m  i n d i v i d u a l s  
c h a l l e n g i n g  c i t a t i o n s  r e c e i v e d  f o r  c a m p u s  p a r k i n g  v i o l a t i o n s  ( p e r s o n a l  
a p p e a r a n c e  i s  o p t i o n a l ) .  A n  a p p e a l  s h o u l d  b e  b a s e d  o n  t h e  f a c t  t h a t  t h e  
v i o l a t i o n  n o t i c e  w a s  i s s u e d  c o n t r a r y  t o  t h e  P a r k i n g  R u l e s  a n d  R e g u l a t i o n s  o r  i n  
e r r o r .  
L i a b i l i t y  
A l l  p e r s o n s  o p e r a t i n g  m o t o r  v e h i c l e s  o n  t h e  c o l l e g e  c a m p u s  s h a l l  d o  s o  a t  t h e i r  
o w n  r i s k .  N o  r e s p o n s i b i l i t y  s h a l l  b e  a s s u m e d  b y  t h e  c o l l e g e ,  t h e  S t a t e  o f  
M i n n e s o t a ,  o r  t h e  C i t y  o f  M o o r h e a d  f o r  l o s s  o f  p r o p e r t y ,  d a m a g e  t o  t h e  v e h i c l e  
w h i l e  p a r k e d ,  d a m a g e  w h i c h  m a y  b e  i n c u r r e d  t h r o u g h  t h e  p r o c e s s  o f  i m p o u n d i n g  a  
v e h i c l e ,  o r  f o r  a n y  o t h e r  d a m a g e  o r  l o s s  s u s t a i n e d  w h i l e  o n  t h e  c a m p u s .  
A d d i t i o n a l  i n f o r m a t i o n  a b o u t  p a r k i n g  a n d  t r a f f i c  p r o c e d u r e s  i s  p u b l i s h e d  i n  t h e  
M o o r h e a d  S t a t e  U n i v e r s i t y  P a r k i n g  a n d  T r a f f i c  R e g u l a t i o n s  b r o c h u r e  w h i c h  i s  
a v a i l a b l e  i n  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 6 ,  p h o n e  2 3 6 - 2 1 5 6 .  
[ M & C  5 / 1 5 / 9 2 )  
P U R C H A S I N G  
P o l i c y  
A n y  e m p l o y e e  w h o  t a k e s  i t  u p o n  h i m s e l f / h e r s e l f  t o  c o m m i t  t h e  u n i v e r s i t y  t o  a n y  
t y p e  o f  p u r c h a s e  o b l i g a t i o n  w i t h o u t  p r i o r  B u s i n e s s  O f f i c e  a u t h o r i z a t i o n  w i l l  b e  
h e l d  p e r s o n a l l y  r e s p o n s i b l e  f o r  t h a t  o b l i g a t i o n .  
O c c a s i o n a l l y ,  u n i v e r s i t y  s t a f f  m e m b e r s  m a k e  c o m m i t m e n t s  f o r  s u p p l i e s ,  e q u i p m e n t ,  
r e p a i r s ,  r e n t a l s  o r  p r o f e s s i o n a l  s e r v i c e s  w i t h o u t  o b t a i n i n g  a u t h o r i z a t i o n  i n  t h e  
f o r m  o f  a  p u r c h a s e  o r d e r  o r  c o n t r a c t .  M a k i n g  a  c o m m i t m e n t  w i t h o u t  p r i o r  a p p r o v a l  
c o n s t i t u t e s  a n  u n a u t h o r i z e d  c o m m i t m e n t  o f  s t a t e  f u n d s  w h i c h  v i o l a t e s  M i n n e s o t a  
s t a t u t e s .  
R e g u l a t i o n s  
A l l  p u r c h a s e s  s h a l l  c o n f o r m  t o  t h e  p r o c e d u r e s  e s t a b l i s h e d  b y  l a w  i n  M i n n e s o t a  
S t a t u t e  1 6 . 0 7 ,  A w a r d  o f  C o m p e t i t i v e  B i d s ,  a n d  M i n n e s o t a  S t a t u t e  1 6 . 0 8 ,  C o n t r a c t s  
a n d  P u r c h a s e s .  
1 .  A l l  p u r c h a s e s  s h a l l  b e  a w a r d e d  t o  t h e  l o w e s t  q u a l i f i e d  b i d d e r  m e e t i n g  
s p e c i f i c a t i o n s  a n d  o t h e r  c o n d i t i o n s  i m p o s e d  i n  t h e  c a l l  f o r  b i d s .  
2 .  O n  i t e m s  c o v e r e d  b y  c o n t r a c t ,  d o  n o t  p l a c e  o r d e r s  w i t h  v e n d o r s  o t h e r  t h a n  
t h e  c u r r e n t  c o n t r a c t  v e n d o r .  A  l i s t  o f  c u r r e n t  c o n t r a c t s  i s  o n  D G ,  P u b l i c  
D r a w e r  " S t a t e  C o n t r a c t s  - P u r c h a s e "  
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3. The description of items to be purchased on the Department Purchase Order 
(DPO) or Requisition for Purchase, should be sufficiently detailed to 
describe grade, quality, type, delivery date, Manufacturer's name and model 
#. 
4. A DPO must be prepared for all purchases for contract supplies and orders 
under $300. 
5. A Requisition for Purchase form must be prepared for non-contract orders 
over $300. 
General 
In order for the Business Office to issue a properly executed purchase order, it 
is essential that the department prepare either a DPO or a Requisition for 
Purchase form and forward it to Purchasing in the Business Office, Owens 106. 
Purchases. M & E (Maintenance and Equipment) and Grant Accounts 
Generally, all requests for purchases over $1500.00, other than contract items 
are submitted to the Division of State Purchasing, Department of 
Administration, for the bid process. If the department has requested goods or 
services that amount to between $300 and $1,500, MSU Purchasing will bid the 
materials and issue a purchase order. If the items to be purchased are available 
from a State price contract, they must be purchased from the contract vendor. 
All items that are available from Central Stores are to be obtained from this 
source of supply. 
Publications will do bidding on off-campus printing orders up to $2,000. 
Printing requisitions over $2,000 will be processed through the State Printer's 
Office. Processing time for biddable orders varies from 3 to 6 weeks, so please 
plan your needs accordingly. Do not issue multiple orders under $300 to avoid 
the bidding process, as that is a violation of Minnesota Statute, Chap 16A. 
Orders up to $300 may be made by using a DPO provided the department head or 
Administrative Supervisor appr-oves the purchase. Purchases should be shipped to 
Central Receiving and billed to the Business Office. Telephone orders and over 
the counter purchases should be avoided whenever possible. 
Non-State Employee Service Agreements - Long Form Contracts 
Requests to hire non-state employees for professional or technical services 
should be submitted in writing to the Business Office no less than four months 
prior to the date the services are needed. Long Contracts must be approved by 
the Commissioner of Finance prior to the date the contractor commences the work. 
Student Activities Purchasing 
Purchase order numbers shall be obtained from the Student Activities Account 
Clerk in the Business Office. Three telephone quotes are required on printing, 
supplies, and equipment orders over $300. Estimates of repairs costing more than 
$500 must be reported to the Student Activities Accounting Advisor or Business 
Manager before commitment of funds from any activity account. 
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R e s i d e n c e  H a l l  A c c o u n t s  
P r i o r  a p p r o v a l  i s  o b t a i n e d  f r o m  t h e  H o u s i n g  O f f i c e  a c c o u n t  c l e r k  f o r  a l l  
p u r c h a s e s  f o r  t h e  r e s i d e n c e  h a l l  f l o o r  o r  R A  a c c o u n t s .  T h e s e  p u r c h a s e s  a r e  
u s u a l l y  o f  $ 7 5  o r  l e s s  a n d ,  u p o n  a p p r o v a l ,  w i l l  b e  g i v e n  a  D P O  t o  b e  s u p p l i e d  t o  
t h e  v e n d o r  w i t h  t h e  o r d e r .  
O n  m a i n  o f f i c e  p u r c h a s e s  f o r  m a i n t e n a n c e ,  h e a t i n g  o r  r e p a i r  i t e m s  t h e  l i m i t  i s  
$ 3 0 0  a n d  t h e  r e s p e c t i v e  s u p e r v i s o r  o v e r  t h e  r e p a i r  a p p r o v e s  t h i s  p u r c h a s e .  O n  
a l l  o t h e r  p u r c h a s e s  t h e  H o u s i n g  D i r e c t o r  m u s t  b e  i n v o l v e d  i n  t h e  p u r c h a s e .  
S t u d e n t  U n i o n  A c c o u n t s  
A  P u r c h a s e  O r d e r  R e q u i s i t i o n  f o r m  i s  r e q u i r e d  f o r  a l l  p u r c h a s e s  m a d e  b y  t h e  
s t u d e n t  m a n a g e d  s e r v i c e  a r e a s .  T h e  f o r m  i s  a p p r o v e d  b y  t h e  d i r e c t o r  a n d  
f o r w a r d e d  t o  t h e  a c c o u n t  c l e r k  f o r  i s s u a n c e  o f  t h e  D P O .  F o r  p u r c h a s e s  a b o v e  t h e  
n o r m a l  r e p l e n i s h m e n t  o f  i n v e n t o r y ,  m u l t i p l e  b i d s  a r e  r e q u i r e d  o n  t h e  r e q u i s i t i o n  
f o r m .  
U n i v e r s i t y  B o o k s t o r e  P u r c h a s e s  
D e p a r t m e n t s  n e e d i n g  t o  p u r c h a s e  i t e m s  f r o m  t h e  B o o k s t o r e  s h o u l d  g i v e  t h e i r  M  &  E  
o r  G r a n t  a c c o u n t  n u m b e r  t o  t h e  c a s h i e r  a t  t h e  t i m e  o f  p u r c h a s e .  D P O s  n e e d  n o t  b e  
p r e p a r e d .  T h e  B o o k s t o r e  b i l l s  a u t o m a t i c a l l y  a n d  y o u r  d e p a r t m e n t  w i l l  b e  c h a r g e d  
m o n t h l y  f o r  a n y  a n d  a l l  m e r c h a n d i s e  r e c e i v e d .  
P u r c h a s e s  f o r  P r e v i e w  a n d / o r  A p p r o v a l  
G e n e r a l l y  t h i s  w i l l  a p p l y  t o  i t e m s  s u c h  a s  f i l m s  a n d  b o o k s .  D e p a r t m e n t s  w i l l  
p r e p a r e  a n d  s u b m i t  a  D P O .  N o t e  o n  t h e  D P O  t h a t  t h e ·  i t e m s  a r e  b e i n g  o r d e r e d  f o r  
p r e v i e w  o r  a p p r o v a l ,  a n d  n o t e  t h e  n u m b e r  o f  d a y s  r e q u i r e d  f o r  p r e v i e w  a f t e r  t h e  
i t e m s  h a v e  b e e n  r e c e i v e d  a t  t h e  d e p a r t m e n t .  A f t e r  t h e  d e p a r t m e n t  h a s  r e c e i v e d  
t h e  i t e m s  o r d e r e d ,  a d v i s e  P u r c h a s i n g  i n  t h e  B u s i n e s s  O f f i c e ,  i n  w r i t i n g ,  w h e t h e r  
o r  n o t  t h e  i t e m s  w i l l  b e  r e t u r n e d  t o  t h e  v e n d o r  o r  r e t a i n e d  b y  t h e  d e p a r t m e n t .  
A l l  r e t u r n s  m u s t  b e  r o u t e d  t h r o u g h  R e c e i v i n g .  F o r  p u r c h a s e s  r e t u r n e d  t o  t h e  
v e n d o r ,  P u r c h a s i n g  w i l l  c a n c e l  t h e  p u r c h a s e  o r d e r .  F o r  p u r c h a s e s  r e t a i n e d  b y  t h e  
d e p a r t m e n t ,  P u r c h a s i n g  w i l l  p r o c e s s  p a y m e n t .  
P u r c h a s i n g  R e q u i r i n g  A d v a n c e  P a y m e n t  
P u r c h a s e s  o f  m a t e r i a l s ,  b o o k s  a n d  s o f t w a r e  t h a t  r e q u i r e  a d v a n c e  p a y m e n t  t o  t h e  
v e n d o r  m a y  b e  p r o c e s s e d  t h r o u g h  t h e  B u s i n e s s  O f f i c e .  T h e  D P O  m u s t  i n c l u d e  a  
n o t a t i o n  t h a t  a  p a y m e n t  i n  a d v a n c e  i s  r e q u i r e d  b y  t h e  v e n d o r  a n d  s u p p o r t i v e  
d o c u m e n t a t i o n ,  s u c h  a s  a  v e n d o r  s p e c i a l  o r d e r  f o r m  o r  a d v e r t i s e m e n t ,  m u s t  b e  
a t t a c h e d .  [ M & C  5 / 1 5 / 9 2 )  
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RECEIVING AND DELIVERY SERVICES 
Moorhead State University requires vendors to deliver all ordered items to one 
central area where the commodities can be matched with the local DPO or 
requisition for purchase. Since it is difficult for receiving personnel to 
thoroughly inspect technical equipment, faculty and staff must report to the 
Receiving Department the receipt of imperfect, damaged or otherwise 
unsatisfactory received articles. All items must be processed through Receiving. 
If an order is received directly, contact Receiving immediately. Receiving 
Dept., Maintenance Building, phone 236-2279. [M&C 5/15/92] 
RECYCLING 
Moorhead State University operates a recycling program which is designed to 
recover aluminum cans, used office paper and silver. Receptacles are placed in 
designated areas of buildings and are emptied periodically (call for service if 
one is full). Recycling is coordinated by the Physical Plant department, 206 
Owens, phone 236-2156. [M&C 5/15/92] 
REMODELING 
All proposed space use changes that require remodeling and/or renovation are to 
be communicated in writing to the Office of Administrative Affairs by the 
department chairperson. The Director of Facilities Management will then review, 
approve and prioritize them before generating work orde£ requests to the 
appropriate ' physical plant office for completion. Emergency remodeling and 
rehabilitation needs are to be brought to the attention of Facilities Planning 
as soon as possible. Contact Jim Barnett, Director of Facilities Planning, 206 
Owens, phone 236-3154. [M&C 5/15/92] 
REPAIR AND PAINTING 
All minor repair needs are to be communicated by telephone or in writing by the 
department chairperson to the Physical Plant office . Requests will be entered 
into the work order system for completion as soon as possible, with the most 
urgent requests completed first. Physical Plant, 206 Owens, phone 236-2156. 
[M&C 5/15/92] 
SCHEDULING OF OFFICES, CLASSROOMS, OTHER SPACE AND GROUNDS 
-Department Heads assign faculty offices on a non-permanent basis, subject to the 
approval of the Vice President for Administrative Affairs. Classrooms are 
assigned by the Registrar. Special requests for the use of campus facilities or 
space on MSU grounds should be forwarded to the Scheduling Services, 201E 
Library, phone 236-2586. Requests for residence hall facilities should be 
submitted to the Housing Office, 120 Ballard Hall, phone 236-2118. 
[M&C 5/15/92] 
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P o l i c y  
S E X U A L / G E N D E R  H A R A S S M E N T  
S E X U A L  V I O L E N C E  
R A C I A L  A N D  D I S A B I L I T Y  H A R A S S M E N T  
P o l i c y  S t a t e m e n t  
T h e  M i n n e s o t a  S t a t e  U n i v e r s i t y  S y s t e m  i s  c o m m i t t e d  t o  e n s u r i n g  a n  e d u c a t i o n a l  
a n d  e m p l o y m e n t  e n v i r o n m e n t  f r e e  o f  s e x u a l  h a r a s s m e n t ,  s e x u a l  v i o l e n c e / a s s a u l t ,  
h a r a s s m e n t  b a s e d  o n  g e n d e r ,  s e x u a l  o r i e n t a t i o n /  a f f e c t i o n a l  p r e f e r e n c e ,  r a c i a l  
a n d  d i s a b i l i t y  i n t o l e r a n c e .  S u c h  b e h a v i o r s  h a v e  n o  p l a c e  i n  a  U n i v e r s i t y  o r  
w o r k  e n v i r o n m e n t  w h e r e  s t u d e n t s ,  f a c u l t y ,  a n d  s t a f f  a r e  e x p e c t e d  t o  l e a r n  a n d  
d e v e l o p  t o  t h e i r  f u l l  p o t e n t i a l .  H a r a s s i n g  a n d  v i o l e n t  b e h a v i o r s  w h i c h  i m p e d e  
t h a t  p o t e n t i a l  a r e  u n a c c e p t a b l e  w i t h i n  t h i s  S y s t e m .  
S e x u a l / G e n d e r  H a r a s s m e n t  
S e x u a l  H a r a s s m e n t  a n d  G e n d e r  H a r a s s m e n t  c o n s t i t u t e  i l l e g a l  d i s c r i m i n a t i o n  u n d e r  
T i t l e  V I I  o f  t h e  C i v i l  R i g h t s  A c t ,  T i t l e  I X  o f  t h e  E d u c a t i o n  A m e n d m e n t s ,  1 9 7 2 ,  
a n d  M i n n e s o t a  S t a t u t e s ,  S e c t i o n  3 6 3 .  
S e x u a l  h a r a s s m e n t  i s  d e f i n e d  a s  u n w e l c o m e  s e x u a l  a d v a n c e s ,  r e q u e s t s  f o r  s e x u a l  
f a v o r s ,  o t h e r  v e r b a l  o r  p h y s i c a l  c o n d u c t  o f  a  s e x u a l  n a t u r e  a n d  c o n s t i t u t e s  
s e x u a l  h a r a s s m e n t  w h e n :  
1 .  S u b m i s s i o n  t o  s u c h  c o n d u c t  i s  m a d e  e i t h e r  e x p l i c i t l y  o r  i m p l i c i t l y  a  t e r m  o r  
c o n d i t i o n  o f  a n  i n d i v i d u a l ' s  e m p l o y m e n t ,  e v a l u a t i o n  o f  a  s t u d e n t ' s  a c a d e m i c  
p e r f o r m a n c e ,  o r  t e r m  o r  c o n d i t i o n  o f  participa~ion i n  s t u d e n t  a c t i v i t i e s  o r  
i n  o t h e r  e v e n t s  o r  a c t i v i t i e s  s a n c t i o n e d  b y  t h e  u n i v e r s i t y .  
2 .  S u b m i s s i o n  t o  o r  r e j e c t i o n  o f  s u c h  c o n d u c t  b y  a n  i n d i v i d u a l  i s  u s e d  a s  t h e  
b a s i s  f o r  e m p l o y m e n t  o r  a c a d e m i c  d e c i s i o n s  o r  o t h e r  d e c i s i o n s  a b o u t  
p a r t i c i p a t i o n  i n  s t u d e n t  a c t i v i t i e s  o r  o t h e r  e v e n t s  o r  a c t i v i t i e s  s a n c t i o n e d  
b y  t h e  u n i v e r s i t y .  
3 .  S u c h  c o n d u c t  h a s  t h e  p u r p o s e  o r  e f f e c t  o f  t h r e a t e n i n g  a n  i n d i v i d u a l ' s  
e m p l o y m e n t ;  i n t e r f e r i n g  w i t h  a n  i n d i v i d u a l ' s  w o r k  o r  a c a d e m i c  p e r f o r m a n c e ;  
o r  c r e a t i n g  a n  i n t i m i d a t i n g ,  h o s t i l e  o r  o f f e n s i v e ,  w o r k  o r  e d u c a t i o n a l  
e n v i r o n m e n t .  
G e n d e r  h a r a s s m e n t ,  a s  d i s t i n g u i s h e d  f r o m  s e x u a l  h a r a s s m e n t ,  i s  d e f i n e d  a s  t h e  
h a r a s s m e n t  o f  a n y  i n d i v i d u a l  o r  g r o u p  w i t h i n  t h e  U n i v e r s i t y  c o m m u n i t y  b a s e d  o n  
g e n d e r .  S u c h  b e h a v i o r  i s  a  v i o l a t i o n  o f  S y s t e m  p o l i c y  a n d  c o n s t i t u t e s  i l l e g a l  
d i s c r i m i n a t i o n .  A c t s  o f  g e n d e r  h a r a s s m e n t  w i l l  n o t  b e  t o l e r a t e d  i n  t h e  M i n n e s o t a  
S t a t e  U n i v e r s i t y  S y s t e m .  S u c h  c o n d u c t  h a s  t h e  p u r p o s e  o r  e f f e c t  o f  t h r e a t e n i n g  
a n  i n d i v i d u a l ' s  e m p l o y m e n t ;  i n t e r f e r i n g  w i t h  a n  i n d i v i d u a l ' s  w o r k  o r  a c a d e m i c  
p e r f o r m a n c e ;  o r  c r e a t i n g  a n  i n t i m i d a t i n g ,  h o s t i l e  o r  o f f e n s i v e ,  w o r k  o r  
e d u c a t i o n a l  e n v i r o n m e n t .  
M a n y  i n s t a n c e s  o f  s e x u a l  h a r a s s m e n t  o c c u r  i n  s i t u a t i o n s  w h e r e  t h e r e  i s  a  
s u p e r i o r / s u b o r d i n a t e  r e l a t i o n s h i p  b e t w e e n  t h e  p a r t i e s ,  s u c h  a s  b e t w e e n  
a d m i n i s t r a t o r s  a n d  f a c u l t y  o r  s t a f f ,  f a c u l t y  a n d  s t a f f ,  s t a f f  a n d  s t u d e n t s ,  a n d  
f a c u l t y  a n d  s t u d e n t s .  A  u n i v e r s i t y  e m p l o y e e  w h o  e n t e r s  i n t o  a  s e x u a l  
r e l a t i o n s h i p  w i t h  a  s t u d e n t  o r  a  s u b o r d i n a t e  w h e r e  a  p r o f e s s i o n a l  p o w e r  
r e l a t i o n s h i p  e x i s t s  a r e  w a r n e d  t h a t ,  i f  a  c h a r g e  o f  s e x u a l  h a r a s s m e n t  i s  
s u b s e q u e n t l y  m a d e ,  t h e  s t u d e n t  o r  s u b o r d i n a t e  m a y  a s s e r t  t h a t  t h e  r e l a t i o n s h i p  
w a s  n o t  o n e  o f  m u t u a l  o r  v o l u n t a r y  c o n s e n t .  
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Intolerance/Harassment Based on Sexual Orientation/Affectional Preference 
Harassment of any individual or group based on sexual orientation/ affectional 
preference is a violation of System policy. 
Intolerance/harassment based on sexual orientation/affectional preference is 
defined as offensive or degrading word(s), action(s), or deed(s) relating to the 
sexual orientation or affectional preference of an individual or group; or such 
word(s), action(s), or deed(s) which have the purpose or effect of substantially 
interfering with an individual's employment; or such conduct has the purpose or 
effect of interfering with an individual's work or academic performance; or 
creating an intimidating, hostile or offensive work or educational environment. 
Sexual Violence or Assault 
Acts of sexual violence, assault or abuse, such as rape, acquaintance rape, 
other forms of non-consensual sexual activity will not be tolerated in the 
Minnesota State University System. Such acts are criminal behaviors and create 
an environment contrary to the goals and missions of the System and its 
universities. These acts will be swiftly investigated and will subject an 
individual to complaints and disciplinary sanctions under the System's Complaint 
Procedure or University student conduct codes as well as possible referral to 
appropriate law enforcement agencies. 
Racial Intolerance/Harassment 
Harassment of any individual or group in the workplace based on race is a 
violation of System policy and constitutes illegal discrimination. The Minnesota 
State University System employs students, faculty, administrators, and staff and 
all employees are entitled to work in an environment free from intolerant or 
harassing behavior based on factors of race as specified in Minnesota Statutes, 
Chapters 15.85 and 363.03. 
Racial intolerance/harassment · is defined as offensive or degrading word(s), 
action(s), or deed(s) relating to the face of an individual ·or group; or, such 
word(s), action(s), or deed(s) which have the purpose or effect of substantially 
interfering with an individual's employment or use of public services; or of 
creating an intimidating, hostile, or offensive work environment, or atmosphere 
in which public services are provided. 
Disability Intolerance/Harassment 
Harassment of any individual or group in the workplace based on disability is a 
violation of System policy and constitutes illegal discrimination. The Minnesota 
State University System employs students, faculty, administrators, and staff and 
all employees are entitled to work in an environment free from intolerant or 
harassing behavior based on factors of disability as specified in Minnesota 
Statutes, Chapters 15.85 and 363.03. 
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D i s a b i l i t y  i n t o l e r a n c e / h a r a s s m e n t  i s  d e f i n e d  a s  o f f e n s i v e  o r  d e g r a d i n g  w o r d ( s ) ,  
a c t i o n ( s ) ,  o r  d e e d ( s )  r e l a t i n g  t o  t h e  d i s a b i l i t y  o f  a n  i n d i v i d u a l  o r  g r o u p ;  o r ,  
s u c h  w o r d ( s ) ,  a c t i o n ( s ) ,  o r  d e e d ( s )  w h i c h  h a v e  t h e  p u r p o s e  o r  e f f e c t  o f  
s u b s t a n t i a l l y  i n t e r f e r i n g  w i t h  a n  i n d i v i d u a l ' s  e m p l o y m e n t  o r  u s e  o f  p u b l i c  
s e r v i c e s ;  o r  o f  c r e a t i n g  a n  i n t i m i d a t i n g ,  h o s t i l e ,  o r  o f f e n s i v e  w o r k  
e n v i r o n m e n t ,  o r  a t m o s p h e r e  i s  w h i c h  p u b l i c  s e r v i c e s  a r e  p r o v i d e d .  T h i s  i n c l u d e s  
b e h a v i o r  t h a t  m a l i g n s  r e a s o n a b l e  a c c o m m o d a t i o n  o r  i n t e r f e r e s  w i t h  s u c h  
a c c o m m o d a t i o n .  
C o m p l a i n t s  
I t  i s  t h e  r e s p o n s i b i l i t y  o f  a l l  p e r s o n s  w i t h i n  t h e  B o a r d  O f f i c e  a n d  U n i v e r s i t y  
c o m m u n i t y  t o  w o r k  t o  e n s u r e  a n  e d u c a t i o n a l  e n v i r o n m e n t  f r e e  f r o m  v i o l e n t  o r  
h a r a s s i n g  b e h a v i o r .  A l t h o u g h  a l l  m e m b e r s  o f  t h e  U n i v e r s i t y  c o m m u n i t y  a r e  
e x p e c t e d  a n d  u r g e d  t o  r e p o r t  i n c i d e n t s  o f  s e x u a l  h a r a s s m e n t  a n d  s e x u a l  v i o l e n c e  
o r  a s s a u l t ,  a d m i n i s t r a t o r s  a n d  s u p e r v i s o r y  p e r s o n n e l  a r e  p r i m a r i l y  r e s p o n s i b l e  
f o r  r e p o r t i n g  i n c i d e n t s  o f  t h i s  t y p e  o f  b e h a v i o r  t o  t h e  A f f i r m a t i v e  A c t i o n  
O f f i c e r  i n  a  t i m e l y  m a n n e r  a n d  e n s u r i n g  t h a t  t h e  v i c t i m s  o f  s u c h  b e h a v i o r  
r e c e i v e  a p p r o p r i a t e  s u p p o r t  s e r v i c e s .  
E q u i t y  a n d  j u s t i c e  r e q u i r e  t h a t  t h e  r i g h t s  a n d  c o n c e r n s  o f  b o t h  t h e  c o m p l a i n a n t  
a n d  r e s p o n d e n t  b e  r e s p e c t e d  a n d  a s s u r e d ,  a n d  t o  t h i s  e n d ,  t h e  S y s t e m  a n d  i t s  
U n i v e r s i t i e s  s h a l l  m a k e  e v e r y  e f f o r t  t o  p r o t e c t  t h e s e  r i g h t s .  
V i o l a t i o n s  o f  P o l i c y  
I n d i v i d u a l s  f o u n d  i n  v i o l a t i o n  o f  t h e s e  p o l i c i e s  w i l l  b e  s u b j e c t  t o  d i s c i p l i n a r y  
s a n c t i o n s ,  i n c l u d i n g  s e p a r a t i o n  f r o m  t h e  S y s t e m  o r  U n i v e r s i t y  w h e n  a p p r o p r i a t e .  
I n d i v i d u a l s  m a y  a l s o  b e  p r o s e c u t e d  u n d e r  h a t e  c r i m e s  p r o v i s i o n s  o f  M i n n e s o t a  
S t a t u t e s ,  C h a p t e r  6 0 9 .  
F o r  a d d i t i o n a l  i n f o r m a t i o n  p l e a s e  c o n t a c t  t h e  A f f i r m a t i v e  
C o u n s e l i n g  C e n t e r ,  F l o r a  F r i c k  1 5 1 ,  p h o n e  2 3 6 - 2 2 2 9 .  
S M O K I N G  P O L I C Y  
R e s p o n s i b i l i t y  
A c t i o n  O f f i c e r ,  
[ M & C  5 / 1 5 / 9 2 ]  
S m o k i n g  p o l i c y  a n d  p r a c t i c e s  a t  M o o r h e a d  S t a t e  U n i v e r s i t y  m u s t  c o m p l y  w i t h  t h e  
r e q u i r e m e n t s  o f  M i n n e s o t a  S t a t e  l a w ,  a n d  t h e  r e s p o n s i b i l i t y  f o r  e n s u r i n g  t h a t  
c o m p l i a n c e  i s  a s s i g n e d  t o  t h e  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s .  
G e n e r a l  P r i n c i p l e s  
1 .  I n  a l l  b u i l d i n g s  o n  t h e  M o o r h e a d  S t a t e  U n i v e r s i t y  c a m p u s ,  s m o k i n g  i s  
p r o h i b i t e d  e x c e p t  i n  a r e a s  w h i c h  h a v e  b e e n  s p e c i f i c a l l y  d e s i g n a t e d  a s  
s m o k i n g - p e r m i t t e d  a r e a s .  E x c e p t  f o r  p r i v a t e  o f f i c e s ,  a l l  s m o k i n g  p e r m i t t e d  
a r e a s  w i l l  h a v e  s i g n s  p o s t e d  w h i c h  i d e n t i f y  t h e m  a s  s u c h .  
2 .  M e m b e r s  o f  t h e  u n i v e r s i t y  c o m m u n i t y  a r e  e n t i t l e d  t o  a n  e n v i r o n m e n t  f r e e  f r o m  
t h e  p r e s e n c e  o f  s m o k e .  
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3. No cigars or pipes may be smoked anywhere inside buildings on the MSU campus 
or in university vehicles. 
Specific Campus Areas 
1. Smoking is permitted in a dormitory room only if the occupants assigned to 
that room all agree that smoking will be permitted. 
2. Employees who smoke and who work in private offices may designate those 
offices as smoking-permitted areas. A private office is defined as an area 
which is enclosed by floor-to-ceiling walls and which has a door. Employees 
who work in such offices should be considerate of others who have occasion 
to visit them in their offices; they should refrain from smoking if a 
visitor so requests. 
3. Cars and station wagons in the MSU motor pool will be designated no-smoking 
or smoking-permitted. Employees and students may indicate at the time of 
reservation whether they wish to reserve a smoking-permitted vehicle or a 
non-smoking one. 
Building Reviews 
The designation of smoking-permitted areas will be reviewed periodically, 
building by building, by the Office of Administrative Affairs. Any MSU employee 
or student may find out, by asking, when the most recent review of 
smoking-permitted areas in a given building took place. If that review is more 
than a year old and the student or employee requests another review, the Office 
of Administrative Affairs will conduct a new review of smoking-permitted areas. 
Employees or students requesting review of a particular building may propose 
specific changes in the smoking-permitted areas in that building, and those 
proposed changes will be considered in the review. 
Complaints 
Any member of the university community may file a complaint with the Office of 
Administrative Affairs if he or she feels that either State law or the 
provisions of this policy are being violated in a particular campus location. 
[M&C 5/15/92] 
TRAVEL 
Reimbursement 
If you wish to be reimbursed for a trip you must: 
1. Complete a Travel Requisition form for each individual at least two weeks in 
advance of the trip whether or not the travel is to be paid by the 
University and submit to Business Office. 
2. Complete a Request for Approval to Incur Special Expenses (if necessary) and 
submit to Business Office. 
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3 .  C o m p l e t e  a n  E m p l o y e e  E x p e n s e  R e p o r t  f o r m  i m m e d i a t e l y  u p o n  r e t u r n  a n d  s u b m i t  
t o  B u s i n e s s  O f f i c e  w i t h  o r i g i n a l  r e c e i p t s .  
R e i m b u r s e m e n t  t o  e m p l o y e e s  f o r  u n i v e r s i t y - r e l a t e d  t r a v e l  e x p e n s e s  i s  a l l o w e d  
w i t h i n  i n t e r n a l  a n d  s t a t e  p o l i c i e s  a n d  p r o c e d u r e s .  A l l  r e i m b u r s e m e n t  c l a i m s  
s h o u l d  b e  s u b m i t t e d  p r o m p t l y .  N o  a u t h o r i z a t i o n  t o  t r a v e l  i s  g i v e n  u n l e s s  
a p p r o p r i a t e  i n - s t a t e  o r  o u t - o f - s t a t e  t r a v e l  f u n d s  a r e  a v a i l a b l e  i n  t h e  b u d g e t  o f  
t h e  e m p l o y e e ' s  d e p a r t m e n t .  T r a v e l  e x p e n s e s  a r e  p a i d  o n l y  a f t e r  t r a v e l  h a s  b e e n  
a u t h o r i z e d  i n  a d v a n c e  b y  t h e  e m p l o y e e ' s  a c a d e m i c  o r  a d m i n i s t r a t i v e  u n i t  h e a d .  
S t a f f  m e m b e r s  s e e k i n g  t r a v e l  r e i m b u r s e m e n t  m u s t  c o m p l e t e  a l l  n e c e s s a r y  s t a t e  
e x p e n s e  f o r m s .  D e t a i l e d  t r a v e l  r e i m b u r s e m e n t  p r o c e d u r e s  a r e  a v a i l a b l e  f r o m  t h e  
B u s i n e s s  O f f i c e .  
M e a l s  
N o  e m p l o y e e  m a y  c l a i m  r e i m b u r s e m e n t  f o r  m o r e  t h a n  t h e  a m o u n t  p a i d  o f  h i s / h e r  
m e a l s .  R e c e i p t s  a r e  n o t  r e q u i r e d  f o r  m e a l s ,  b u t  e a c h  m e a l  m u s t  b e  l i s t e d  
s e p a r a t e l y  a n d  m u s t  i n c l u d e  d a t e ,  c i t y  a n d  c o s t  o f  m e a l .  
1 .  M a x i m u m  r e i m b u r s e m e n t  r a t e s  f o r  m e a l s ,  i n c l u d i n g  s a l e s  t a x ,  f o r  i n - s t a t e  a n d  
o u t - o f - s t a t e  a r e  d e t a i l e d  i n  t h e  a p p r o p r i a t e  n e g o t i a t e d  c o l l e c t i v e  
b a r g a i n i n g  u n i t  a g r e e m e n t .  R a t e s  f o r  s p e c i f i c  h i g h  c o s t  m e t r o p o l i t a n  a r e a s  
i n  t h e  U . S .  a r e  s o m e w h a t  h i g h e r .  S e e  t h e  B u s i n e s s  O f f i c e  f o r  a  l i s t  o f  h i g h  
c o s t  a r e a s .  
2 .  T i m e s  a n d  l o c a t i o n s  f o r  a l l  d e p a r t u r e s  a n d  a r r i v a l s  m u s t  b e  d e t a i l e d  o n  t h e  
e x p e n s e  r e p o r t .  B r e a k f a s t  e x p e n s e  o n  d a y  o f  d e p a r t u r e  c a n  o n l y  b e  r e i m b u r s e d  
i f  t h e  s t a f f  m e m b e r  l e f t  h o m e  b e f o r e  6  a . m .  D i n n e r  e x p e n s e  o n  t h e  d a y  o f  
a r r i v a l  b a c k  h o m e  c a n  o n l y  b e  r e i m b u r s e d  i f  t h e  s t a f f  m e m b e r  r e t u r n e d  h o m e  
a f t e r  7  p . m .  
3 .  W h e n  m e a l  e x p e n s e s  a r e  i n c l u d e d  i n  t h e  l o d g i n g  r e c e i p t ,  t h e  a m o u n t  c l a i m e d  
f o r  m e a l s  m u s t  a g r e e  w i t h  t h e  r e c e i p t  n o t  t o  e x c e e d  m a x i m u m  a l l o w a n c e .  
4 .  S t a f f  m e m b e r s  c a n n o t  c l a i m  r e i m b u r s e m e n t  f o r  m e a l s  p u r c h a s e d  f o r  a  g u e s t .  
5 .  A  n o o n  l u n c h  m a y  b e  c l a i m e d  i f  a  s t a f f  m e m b e r  i s  o n  t r a v e l  s t a t u s ,  e v e n  
t h o u g h  t h e  e m p l o y e e  i s n ' t  c l a i m i n g  l o d g i n g ,  w h e n  t h e  d i s t a n c e  f r o m  h i s / h e r  
w o r k  s t a t i o n  t o  t h e  f i e l d  a s s i g n m e n t  i s  3 5  o r  m o r e  r o a d  m i l e s  a n d  e x t e n d s  
t h r o u g h  t h e  n o r m a l  l u n c h  p e r i o d .  
T r a v e l  b y  S t a t e  O w n e d  V e h i c l e  
1 .  S t a t e  v e h i c l e s  a r e  r e s e r v e d  t h r o u g h  t h e  M a i n t e n a n c e  D e p a r t m e n t ,  p h o n e  
2 3 6 - 2 6 6 2 .  
2 .  M i n o r  e x p e n s e s  i n c u r r e d  i n  t h e  o p e r a t i o n  o f  t h e  s t a t e  v e h i c l e  a n d  n o t  
c o v e r e d  b y  a  s t a t e  c r e d i t  c a r d  o r  e m e r g e n c y  f i e l d  o r d e r  ( p u r c h a s e  o r d e r )  m a y  
b e  c l a i m e d  f o r  r e i m b u r s e m e n t  ( e . g . ,  p a r k i n g  f e e s  a n d  r o a d  t o l l s ) .  
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Travel by Private Automobile 
1. Mileage shall be paid for the shortest direct route according to official 
highway department records. If driving in the vicinity of the destination 
was necessary, the total of such driving for each day must be shown as a 
separate item in the "local miles • column of the claim form. Odometer 
readings must be recorded on the Employee Expense Report form. 
2. The department head shall require proof of automobile insurance before 
approving private care mileage. 
3. When mileage is claimed in lieu of commercial transportation, the total cost 
of mileage claimed cannot exceed the lowest cost obtainable from a 
commercial carrier. Lodging and meals reimbursements are limited to those 
that would have been incurred using commercial transportation. 
4. An employee may be reimbursed for car rental if a state car is unavailable 
for use and a rental car is the only or least expensive method of 
transportation. An itemized statement for the rental must be submitted with 
the request for reimbursement. 
5. Employees using state owned or private cars shall be reimbursed for the 
actual parking fee. If a receipt has been issued it must be turned in with 
the request for reimbursement. 
The current allowance for mileage is $.21 per mile if a state car was available 
and $.27 per mile if a state car was not available. 
Travel by Commercial Carrier 
1. Original receipts must accompany claims for reimbursement. Receipts from 
credit cards are unacceptable. Under Minnesota Statutes M.S. 16A.58, 
original receipts must accompany claims for reimbursement. Photocopied or 
duplicated receipts or receipts from credit cards are unacceptable. 
2. If traveling by commercial airline, reimbursement is limited to tourist 
class air fare. 
3. If traveling by railroad or bus, reimbursement is in accordance with 
Minnesota travel regulations. 
4. Receipts are not necessary for travel by limousine, taxi, or city bus. 
5. A staff member may not claim reimbursement for travel insurance. 
6. A number of commercial air carriers provide cash payments, discount coupons 
and free tickets either as compensation to passengers who have been delayed 
or as rewards for frequent trips with a specific airline. Compensation from 
sources of this kind is the property of the state, accordingly, employees 
traveling at state expense must remit these benefits to the state. 
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R e g i s t r a t i o n  E x p e n s e s  
1 .  A  R e q u e s t  f o r  A p p r o v a l  t o  I n c u r  S p e c i a l  E x p e n s e s  f o r m  m u s t  b e  f i l e d  w i t h  t h e  
S t a t e  D e p a r t m e n t  o f  F i n a n c e  ( t h r o u g h  t h e  S t a t e  U n i v e r s i t y  B o a r d  O f f i c e )  f o r  
a l l  c o n f e r e n c e  o r  r e g i s t r a t i o n  f e e s  o v e r  $ 1 0 0  o r  a n y  a m o u n t  i f  m o r e  t h a n  
t h r e e  p e o p l e  a t t e n d  t h e  s a m e  e v e n t .  
a .  T h e  f o r m  m u s t  b e  f i l l e d  o u t  a n d  s e n t  t h r o u g h  t h e  A d m i n i s t r a t i v e  A f f a i r s  
o f f i c e  s o  t h a t  i t  r e a c h e s  t h e  B u s i n e s s  O f f i c e  a t  l e a s t  1 0  d a y s  i n  
a d v a n c e  o f  d e p a r t u r e .  
b .  I f  t h e  f o r m  i s  n o t  f i l e d  a t  l e a s t  1 0  d a y s  i n  a d v a n c e ,  a  s t a t e m e n t  m u s t  
b e  a t t a c h e d  e x p l a i n i n g  t h e  r e a s o n  f o r  t h e  l a t e  f i l i n g .  T h e r e  i s  n o  
g u a r a n t e e  t h a t  r e q u e s t s  s u b m i t t e d  l a t e  o r  a f t e r  t h e  f a c t  w i l l  b e  
a p p r o v e d .  
2 .  O r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  
c r e d i t  c a r d s  a r e  u n a c c e p t a b l e .  U n d e r  M i n n e s o t a  S t a t u t e s  M . S .  1 6 A . 5 8 ,  
o r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  P h o t o c o p i e d  o r  
d u p l i c a t e d  r e c e i p t s  o r  r e c e i p t s  f r o m  c r e d i t  c a r d s  a r e  u n a c c e p t a b l e .  
3 .  I f  r e g i s t r a t i o n  o r  c o n f e r e n c e  r e c e i p t s  a r e  u n a v a i l a b l e  o r  l o s t ,  i t  w i l l  b e  
n e c e s s a r y  t o  o b t a i n  d u p l i c a t e  c o p i e s  o f  t h e  r e c e i p t s  a n d  h a v e  t h e m  n o t a r i z e d  
t h a t  t h e  o r i g i n a l s  w e r e  l o s t .  I f  i t  i s  n o t  p o s s i b l e  t o  o b t a i n  a  d u p l i c a t e  
c o p y  o f  t h e  r e c e i p t s ,  i t  w i l l  b e  n e c e s s a r y  t o  s u b m i t  a  n o t a r i z e d  a f f i d a v i t  
f o r m .  
P e r s o n a l  E x p e n s e s  
P e r s o n a l  e x p e n s e s ,  f o r  p u r p o s e s  o f  t h e s e  r e g u l a t i o n s ,  a r e  d e f i n e d  a s  d r y  
c l e a n i n g ,  l a u n d r y  a n d  b a g g a g e  h a n d l i n g .  E m p l o y e e s  i n  c o n t i n u o u s  t r a v e l  s t a t u s  i n  
e x c e s s  o f  o n e  w e e k  w h o  d o  n o t  r e t u r n  h o m e  d u r i n g  t h a t  t i m e ,  m a y  c l a i m  
r e i m b u r s e m e n t  f o r  l a u n d r y  e x p e n s e s  d u r i n g  a  p e r i o d  o f  t i m e  i n  w h i c h  h e / s h e  i s  i n  
c o n t i n u o u s  t r a v e l  s t a t u s ;  h e / s h e  i s  n o t  e l i g i b l e  f o r  r e i m b u r s e m e n t  f o r  l a u n d r y ,  
d r y  c l e a n i n g  o r  p r e s s i n g  i n  t h e  f i r s t  s u b s e q u e n t  w e e k .  O r i g i n a l  r e c e i p t s  m u s t  
a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  c r e d i t  c a r d s  a r e  u n a c c e p t a b l e .  
U n d e r  M i n n e s o t a  S t a t u t e s  M . S .  1 6 A . 5 8 ,  o r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  
f o r  r e i m b u r s e m e n t .  P h o t o c o p i e d  o r  d u p l i c a t e d  r e c e i p t s  o r  r e c e i p t s  f r o m  c r e d i t  
c a r d s  a r e  u n a c c e p t a b l e .  T h e  e m p l o y e e ' s  j u d g m e n t  i s  t o  b e  u s e d  r e g a r d i n g  b a g g a g e  
h a n d l i n g  e x p e n s e s .  
L o d g i n g  
1 .  L o d g i n g  e x p e n s e s  m u s t  b e  r e p o r t e d  i n  t h e  l o d g i n g  c o l u m n  o n  t h e  E m p l o y e e  
E x p e n s e  R e p o r t  f o r m  a n d  m u s t  b e  r e p o r t e d  s e p a r a t e l y  f o r  e a c h  d a y  i n  w h i c h  
l o d g i n g  i s  b e i n g  c l a i m e d .  
2 .  O r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  R e c e i p t s  f r o m  
c r e d i t  c a r d s  a r e  u n a c c e p t a b l e .  U n d e r  M i n n e s o t a  S t a t u e s  M . S .  1 6 A . 5 8 ,  
o r i g i n a l  r e c e i p t s  m u s t  a c c o m p a n y  c l a i m s  f o r  r e i m b u r s e m e n t .  P h o t o c o p i e d  o r  
d u p l i c a t e d  r e c e i p t s  o r  r e c e i p t s  f r o m  c r e d i t  c a r d s  a r e  u n a c c e p t a b l e .  
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3. If registration or lodging receipts are lost, it wil be necessary to obtain 
duplicate copies of the receipts from the hotel or motel for lodging 
expenses and have them notarized that the originals were lost. If it is not 
possible to obtain a duplicate copy of the receipt, it will be necessary to 
submit a notarized affidavit. 
4. When the lodging receipt covers a staff member and other non-university 
employees, the staff member can claim only the single room rate. 
5. Business telephone calls included in the lodging must be claimed separately 
under the •other expense• column of the Employee Expense Report form. 
6. When two or more staff members share a room and share the cost, a copy of 
the lodging receipt must accompany each staff member's claim, with the total 
of the lodging charges being divided equally. The original copy of the 
lodging receipt must accompany one of the claims. 
7. When a staff member shares a room with another party (not an employee) the 
original receipt must be adjusted to show that only the single room rate is 
being claimed for reimbursement. 
Special Expenses 
If expenses above the allowed amount are to be incurred, a Request to Incur 
Special Expenses form must be completed and sent to the Business Office. 
Advances 
If you need a cash advance for a trip you must: 
1. Complete a Travel Requisition form for each individual at least two weeks in 
advance of the trip and submit to Business Office. 
2. Complete a Request for Approval to Incur Special Expenses (if necessary) and 
submit to Business Office. 
3. Complete an Employee Expense Report form at least two weeks in advance and 
submit to Business Office. 
To obtain a travel advance anticipated out-of-pocket expenses must be in excess 
of $50. The Travel Requisition and Employee Expense Report must be submitted at 
least two weeks in advance of the trip. If approved, a check will be issued. 
After the trip is completed, an Employee Expense Report form with original 
receipts attached must be completed within 5 days and submitted to the Business 
Office for settlement. If advances are not settled within 30 days, the state 
will initiate a deduction from the individuals paycheck for the total amount of 
the advance (please note the Employee Expense Report signature line). 
[M&C 5/15/92] 
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V E H I C L E  U S E  A N D  O P E R A T I O N  
A u t h o r i z e d  U s e  
O n l y  a u t h o r i z e d  d r i v e r s  a r e  p e r m i t t e d  t o  d r i v e  s t a t e  v e h i c l e s .  A u t h o r i z e d  
d r i v e r s  a r e  d e f i n e d  a s  s t a t e  e m p l o y e e s ,  c o n t r a c t  e m p l o y e e s  ( i f  t h e  a u t h o r i z a t i o n  
t o  d r i v e  a  s t a t e  v e h i c l e  i s  s p e c i f i c a l l y  p r o v i d e d )  a n d  s t u d e n t s  o n  s t a t e  
p a y r o l l .  O f f i c e  o f  A d m i n i s t r a t i v e  A f f a i r s ,  O w e n s  2 0 6 ,  p h o n e  2 3 6 - 2 1 5 6 .  
V e h i c l e  O p e r a t i o n  
T h e  u n i v e r s i t y  h a s  ( 3 )  t w e l v e - p a s s e n g e r  v a n s ,  ( 3 )  f i f t e e n - p a s s e n g e r  v a n s ,  ( 4 )  
s t a t i o n - w a g o n s  a n d  ( 1 2 )  s e d a n s  f o r  u s e  b y  e m p l o y e e s  c o n d u c t i n g  
u n i v e r s i t y - r e l a t e d  b u s i n e s s .  T o  r e s e r v e  a  u n i t  f o r  a  s p e c i f i c  d a y ,  c o m p l e t e  a  
T r a v e l  R e q u i s i t i o n  a n d  t h e n  c a l l  t h e  M a i n t e n a n c e  D e p a r t m e n t  O f f i c e ,  p h o n e  
2 3 6 - 2 6 6 2 .  [ M & C  5 / 1 5 / 9 2 ]  
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ABSENCE FROM DUTY 
It is the responsibility of each faculty member to report his/her temporary 
absence from duty. Application for absence from duty for unclassified employees 
is made on a Request for Paid Leave of Absence form available in the Personnel 
Office or from the employee's department chairperson or supervisor. The 
completed form is to be submitted to the chairperson for processing. Except in 
an emergency or unexpected absence due to illness, the request should be 
presented at least 10 days in advance of the requested absence days. 
Questions concerning absence from duty can be directed to 
supervisor or the Personnel Office, phone 236-2157, Owens 210. 
APPOINTMENT 
the appropriate 
[M&C 5/15/92] 
Unclassified faculty at Moorhead State University are appointed to approved 
vacant allocations based on criteria including degrees, education and experience 
to categories which include fixed term, temporary or adjunct, probationary, and 
tenured. MSUAASF employees are normally assigned a prescribed position and IFO 
members to a professional rank. The criteria for appointment are prescribed in 
Article 10 of the MSUAASF/SUB Agreement and Article 21 of the IFO/SUB Agreement. 
In addition, appointment procedures must follow the steps established in the 
Moorhead State "Recruitment and Hiring Manual". (M&C 5/15/92] 
ARBITRATION 
Arbitration is the final step in the grievance procedure as defined in the 
IFO/SUB Agreement, Article 28, Step IV and MSUAASF/SUB Agreement, Article 24, 
Section D. [M&C 5/15/92] 
BARGAINING UNITS FOR CLASSIFIED STAFF 
Classified Employees. Classified civil service employees at Moorhead State 
University who do not occupy confidential positions and whose employment equals 
or exceeds 14 hours per week or 35 percent of a 40-hour work week for 67 days or 
more per year, have been assigned to one of seven bargaining units by the bureau 
of mediation services. The organizations listed here have been certified as the 
exclusive representative for the following bargaining units by the director of 
mediation services. 
Bargaining Unit Certified Representative 
Unit 202, Maintenance and Labor AFSCME, Council 6 
Unit 203, Service AFSCME, Council 6 
Unit 206, Clerical and Office AFSCME, Council 6 
Unit 207, Technical AFSCME, Council 6 
Unit 214, Professional Minn. Assoc. of Prof. Employees 
Unit 216, Supervisory Middle Management Assoc. 
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S i n c e  e x c l u s i v e  r e p r e s e n t a t i v e s  n e g o t i a t e  e a c h  b a r g a i n i n g  u n i t ' s  e m p l o y m e n t  
c o n d i t i o n s ,  s a l a r y  a n d  b e n e f i t s ,  i t  i s  r e c o m m e n d e d  t h a t  e a c h  e m p l o y e e  r e f e r  t o  
t h e i r  a p p r o p r i a t e  b a r g a i n i n g  u n i t  a g r e e m e n t  f o r  a d d i t i o n a l  i n f o r m a t i o n .  A l l  
f a c u l t y  a n d  s t a f f  s h o u l d  c o n t a c t  t h e  P e r s o n n e l  O f f i c e ,  p h o n e  2 3 6 - 2 1 5 7 ,  O w e n s  
2 1 0 ,  f o r  c l a r i f i c a t i o n  a n d  c o u n s e l i n g  o n  m a t t e r s  p e r t a i n i n g  t o  c l a s s i f i e d  
c o n t r a c t  a d m i n i s t r a t i o n ,  l a b o r  r e l a t i o n s  a n d  g r i e v a n c e  m a t t e r s .  [ M & C  5 / 1 5 / 9 2 ]  
C O N S U L T A T I O N  
F a c u l t y  m e m b e r s  a r e  p e r m i t t e d  t o  e n g a g e  i n  c o n s u l t a t i o n  c o n s i s t e n t  w i t h  t h e  
s t a n d a r d s  s e t  f o r t h  i n  t h e  I F O / S U B  A g r e e m e n t ,  A r t i c l e  2 7 ,  S e c t i o n  C ,  S u b d .  3 .  a n d  
4  a s  f o l l o w s :  
S u b d .  3 .  D u r i n g  a  p e r i o d  o f  f u l l - t i m e  e m p l o y m e n t ,  a  f u l l - t i m e  f a c u l t y  m e m b e r  
s h a l l  n o t  r e c e i v e  e i t h e r  a n  a n n u a l  r e t a i n i n g  f e e  o r  a  r e g u l a r  s a l a r y  f r o m  a n y  
o u t s i d e  s o u r c e  u n l e s s  t h e  a r r a n g e m e n t  h a s  b e e n  a p p r o v e d  b y  t h e  u n i v e r s i t y  
P r e s i d e n t  o r  h i s / h e r  d e s i g n e e .  T h i s  p r o v i s i o n  d o e s  n o t  a p p l y  t o  s u c h  t h i n g s  a s  
w r i t i n g  o f  b o o k s  o r  a r t i c l e s ,  o r  t h e  g i v i n g  o f  o c c a s i o n a l  s p e e c h e s  o r  
c o n s u l t a t i o n s .  
S u b d .  4 .  A  f u l l - t i m e  f a c u l t y  m e m b e r  s e r v i n g  a s  a  r e g u l a r  p a i d  c o n s u l t a n t  o r  
s t a f f  m e m b e r  f o r  a n o t h e r  M i n n e s o t a  s t a t e  a g e n c y  s h a l l  d o  s o  w i t h  a n  a p p r o p r i a t e  
l e a v e  o f  a b s e n c e  a n d  d e d u c t i o n  o f  p a y  a t  t h e  u n i v e r s i t y .  [ M & C  5 / 1 5 / 9 2 ]  
D E P A R T M E N T  C H A I R P E R S O N S  
D e p a r t m e n t a l  c h a i r p e r s o n s  a r e  e l e c t e d  b y  t h e  d e p a r t m e n t  n o r m a l l y  f o r  a  3  y e a r  
t e r m  t o  p r o v i d e  a c a d e m i c  a n d  a d m i n i s t r a t i v e  c o o r d i n a t i o n ,  a n d  t o  f o s t e r  a n  
e n v i r o n m e n t  whic~ e n h a n c e s  i n d i v i d u a l  a n d  d e p a r t m e n t a l  g r o w t h  a n d  d e v e l o p m e n t .  
F u l l  r e s p o n s i b i l i t i e s  a n d  g u i d e l i n e s  f o r  c h a i r p e r s o n  a c t i v i t i e s  a r e  d e t a i l e d  i n  
t h e  I F O / S U B  A g r e e m e n t ,  A r t i c l e  2 0 ,  S e c t i o n s  B - H .  [ M & C  5 / 1 5 / 9 2 ]  
D E P A R T M E N T S  
D e p a r t m e n t s  a r e  d e s i g n a t e d  b y  t h e  p r e s i d e n t  c o n s i s t e n t  w i t h  t h e  i n s t i t u t i o n a l  
m i s s i o n  a n d  s c o p e  o f  a c t i v i t y .  N o r m a l l y  a  d e p a r t m e n t  i s  c h a r a c t e r i z e d  b y  i t s  
p r o g r a m  o r  t h e  d i s c i p l i n a r y  n a t u r e  o f  i t s  c u r r i c u l u m .  A l l  f a c u l t y  m e m b e r s  s h a l l  
b e  m e m b e r s  o f  a t  l e a s t  o n e  d e p a r t m e n t .  D e p a r t m e n t s  o p e r a t e  d e m o c r a t i c a l l y  a n d  
c o n s i s t e n t  w i t h  U n i v e r s i t y  p o l i c y  a s  d e f i n e d  i n  t h e  I F O / S U B  A g r e e m e n t ,  A r t i c l e  
2 0 ,  S e c t i o n  A .  [ M & C  5 / 1 5 / 9 2 ]  
D I S C I P L I N A R Y  A C T I O N  
D i s c i p l i n a r y  a c t i o n  m a y  b e  t a k e n  f o r  j u s t  c a u s e  a n d  t h e  b u r d e n  o f  p r o o f  l i e s  
w i t h  t h e  e m p l o y e r .  N o r m a l l y  d i s c i p l i n a r y  a c t i o n  s h a l l  b e  p r o g r e s s i v e ,  b e g i n n i n g  
w i t h  o r a l  r e p r i m a n d ,  p r o c e e d i n g  t o  w r i t t e n  r e p r i m a n d ,  t h e n  t o  s u s p e n s i o n  a n d  
f i n a l l y  t o  d i s m i s s a l  a s  p r e s c r i b e d  i n  t h e  I F O / S U B  A g r e e m e n t ,  A r t i c l e  2 4 ,  S e c t i o n  
A  a n d  t h e  M S U A A S F / S U B  A g r e e m e n t ,  A r t i c l e  2 2 .  [ M & C  5 / 1 5 / 9 2 ]  
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EMPLOYEE LIABILITY 
Security Against Loss 
All employees of the state acting in an official capacity within the scope of 
their lawful duties are protected by the Tort Liability Act in Minnesota 
Statutes 3.732-3.736. 
This indemnification is stated as follows in M.S. 3.736, subd. 9: "The State of 
Minnesota shall defend, save harmless, and indemnify any employee of the State 
against any tort claim or demand, whether groundless or otherwise, arising out 
of an alleged act or omission if the employee provides complete disclosure and 
cooperation in the defense of the claim or demand .. and if, except for elected 
employees, the employee's appointing authority certifies that the employee was 
acting within the scope of his employment. This determination may be overruled 
by the attorney general. This subdivision does not apply in cases of 
malfeasance in office or willful or wanton neglect of duty.• [M&C 5/15/92] 
APPOINTMENT TO THE GRADUATE FACULTY 
Appointment to the graduate faculty shall be either at associate or full status. 
Associate status is temporary and normally for no more than two years before 
achievement of full status. Associate status may be granted to faculty who do 
not have required credentials for graduate faculty status, but are used in a 
graduate program on a temporary basis. The prerogative at the associate level 
resides with the divisional dean. 
Criteria 
The terminal degree and/or appropriate research or specialized clinical 
experience are required for appointment to the graduate faculty. 
Nomination 
A faculty member shall be nominated by a department or program to carry out 
responsibilities relating to graduate education at the university: teaching, 
research supervision, service on student evaluation committees, and service on 
the Graduate Council. Only associate or full graduate faculty may chair or serve 
on final oral examination committees. Nominations may be initiated by the 
program coordinator, department chair, or dean (in the case of a department 
chair). The process is started by having the nominee fill out a form developed 
by the credentials committee for the Graduate Council which shows educational 
training and experience relating to the nomination. 
Reviews 
1. The Academic Dean of the appropriate area shall review in relation to 
criteria and credentials of the nominee. Approval shall be indicated by 
signing the form which shows educational training and relevant experience. 
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2 .  T h e  C r e d e n t i a l s  C o m m i t t e e  o f  t h e  G r a d u a t e  C o u n c i l  s h a l l  r e v i e w  i n  r e l a t i o n  
t o  t h e  c r i t e r i a  a n d  c r e d e n t i a l s  o f  t h e  n o m i n e e  a n d  i n d i c a t e  a p p r o v a l  o r  
d i s a p p r o v a l .  T h e  D e a n  o f  G r a d u a t e  S t u d i e s  s h a l l  s i g n  a p p r o v a l s  f o r  t h e  
G r a d u a t e  C o u n c i l  a n d  f o r w a r d  t h e  n o m i n a t i o n s  t o  t h e  V i c e  P r e s i d e n t  f o r  
A c a d e m i c  A f f a i r s .  
3 .  T h e  V i c e  P r e s i d e n t  f o r  A c a d e m i c  A f f a i r s  s h a l l  r e v i e w  a n d  s u b m i t  t h e  l i s t  o f  
n o m i n e e s  t o  t h e  P r e s i d e n t .  
A p p o i n t m e n t  
T h e  P r e s i d e n t  s h a l l  m a k e  a l l  a p p o i n t m e n t s  t o  t h e  g r a d u a t e  f a c u l t y  a f t e r  t h e  
n o m i n a t i o n  a n d  r e v i e w  p r o c e s s e s  a r e  c o n c l u d e d .  
E x c e p t i o n a l  c a s e  s e r v i c e  o n  g r a d u a t e  e x a m i n i n g  c o m m i t t e e s  
I n  t h e  c a s e  w h e r e  a  f a c u l t y  m e m b e r  f r o m  a n o t h e r  i n s t i t u t i o n  h a s  t h e  a p p r o p r i a t e  
e x p e r t i s e  t o  g u i d e  a  s t u d e n t ' s  r e s e a r c h  a n d  n o  s u c h  e x p e r t i s e  e x i s t s  o n  t h e  
g r a d u a t e  f a c u l t y  o f  M o o r h e a d  S t a t e  U n i v e r s i t y ,  t h e  G r a d u a t e  D e a n  m a y  g r a n t  
a d m i n i s t r a t i v e  a p p r o v a l  f o r  o n e - t i m e  s e r v i c e .  [ M & C  5 / 1 5 / 9 2 ]  
G R I E V A N C E  P R O C E D U R E  
I n  t h e  e v e n t  a  c o m p l a i n t  a r i s e s  b e t w e e n  t h e  e m p l o y e e  a n d  t h e  e m p l o y e r  w h i c h  
c a n n o t  b e  s e t t l e d  i n f o r m a l l y ,  a  g r i e v a n c e  p r o c e d u r e  h a s  b e e n  e s t a b l i s h e d , ,  t h e  
t e r m s  o f  s t e p s  o f  w h i c h  a r e  d e s c r i b e d  i n  t h e  I F O / S U B  A g r e e m e n t ,  A r t i c l e  2 9  a n d  
t h e  M S U A A S F / S U B  A g r e e m e n t ,  A r t i c l e  2 4 .  [ M & C  5 / 1 5 / 9 2 ]  
I M M I G R A T I O N  R E F O R M  A N D  C O N T R O L  A C T  I N T E R N A L  P O L I C Y  
T h e  F e d e r a l  I m m i g r a t i o n  R e f o r m  a n d  C o n t r o l  A c t  o f  1 9 8 6  w a s  s i g n e d  b y  P r e s i d e n t  
R e a g a n  o n  N o v e m b e r  6 ,  1 9 8 8 .  T h e  l a w  s e e k s  t o  p r e v e n t  e m p l o y m e n t  o f  a l i e n s  n o t  
a u t h o r i z e d  t o  w o r k  b y  t h e  I m m i g r a t i o n  a n d  N a t u r a l i z a t i o n  S e r v i c e  ( I N S ) .  T h e  l a w  
s t a t e s :  " I t  i s  u n l a w f u l  f o r  a  p e r s o n  o r  o t h e r  e n t i t y  t o  h i r e ,  o r  t o  r e c r u i t  o r  
r e f e r  f o r  a  f e e ,  f o r  e m p l o y m e n t  i n  t h e  U n i t e d  S t a t e s  o r  t o  c o n t i n u e  t o  e m p l o y  a n  
a l i e n ,  k n o w i n g  t h e  a l i e n  i s  a n  u n a u t h o r i z e d  a l i e n  .  .  w i t h  r e s p e c t  t o  s u c h  
e m p l o y m e n t . "  
T h e r e  a r e  t h r e e  p r o v i s i o n s  o f  t h e  n e w  l a w .  T h e y  a r e :  
1 .  A m n e s t y  P r o v i s i o n s .  T h i s  p o r t i o n  o f  t h e  l a w  a l l o w s  i l l e g a l  a l i e n s  t o  a p p l y  
f o r  l a w f u l  p e r m a n e n t  r e s i d e n t  s t a t u s  u n d e r  a  v a r i e t y  o f  e l i g i b i l i t y  
r e q u i r e m e n t s .  A l i e n s  a p p l y i n g  f o r  t h i s  p r o g r a m  w i l l  r e c e i v e  a  t e m p o r a r y  w o r k  
a u t h o r i z a t i o n  p e r m i t  u n t i l  a  f i n a l  d e t e r m i n a t i o n  i s  m a d e  b y  I N S .  
2 .  E m p l o y e r  S a n c t i o n s .  T h i s  p o r t i o n  o f  t h e  l a w  p r o h i b i t s  t h e  e m p l o y m e n t  o f  
a l i e n s  n o t  a u t h o r i z e d  t o  w o r k .  T h i s  i n c l u d e s  t h e  " P a p e r w o r k  P r o v i s i o n s "  
r e q u i r i n g  a n  e m p l o y e r  t o  r e v i e w  a n d  r e t a i n  p r o p e r  d o c u m e n t a t i o n  t h a t  e a c h  
a n d  e v e r y  e m p l o y e e  h i r e d  o n  o r  a f t e r  N o v e m b e r  7 ,  1 9 8 6  d o e s  m e e t  c i t i z e n s h i p  
o r  w o r k  a u t h o r i z a t i o n  r e q u i r e m e n t s .  
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3. Anti-Discrimination Provisions. This portion prohibits discrimination 
against aliens who are authorized to work in this country. 
Every United States worker hired on or after November 6, 1986 must present 
documents to prove identity and employment authorization. Failure of employers 
to follow the requirements could result in penalties, imprisonment or both. 
In compliance with the Immigration Reform and Control Act of 1986. Moorhead 
State University hires only U.S. Citizens and lawfully authorized alien workers. 
This Act requires employers to complete a verification form (Form I-9) for all 
employees hired after November 6, 1986. This form must be completed within three 
business days of the date of hire, and the employer must physically examine 
documentation from the individual establishing identity and employment 
eligibility. The University Personnel Office, phone 236-2157, Owens 210, will 
provide further information regarding the provisions of the Act and 
employer/employee responsibilities. [M&C 5/15/92] 
INSURANCE 
The prospective employee should take the opportunity to explore health coverage 
with a member of the Personnel Office. There are two health programs from which 
to choose, and one dental plan. There are a variety of options for the employee 
and his/her dependents. IFO/SUB Agreement, Article 14. [M&C 5/15/92] 
LEAVES 
Regulations related to leaves for unclassified employees are found in the 
current and appropriate bargaining unit agreements (IFO/SUB Agreement, Articles 
17 and 18; MSUAASF/SUB Agreement, Articles 17 and 18). For unclassified 
employees not covered by either collective bargaining agreements, the State 
University Board Regulations will apply. The provisions of the labor agreements 
and the State University Board regulations affect such areas an annual leave, 
sick leave, emergency leave, bereavement leave, military leave, court related 
leaves, sabbatical leave with pay and other leaves of absence without pay. 
[M&C 5/15/92] 
LEGAL ASSISTANCE 
The university receives legal guidance and advice from the State Attorney 
General's Office. Requests for information and/or questions of a legal nature 
should be referred to the Office of Administrative Affairs, Owens 206, phone 
236-2073. [M&C 5/15/92] 
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M E E T  A N D  C O N F E R  
M e e t  a n d  C o n f e r  i s  t h e  e x c h a n g e  o f  v i e w s  a n d  c o n c e r n s  b e t w e e n  e m p l o y e r s  a n d  
t h e i r  r e s p e c t i v e  e m p l o y e e s  a t  m e e t i n g s  s c h e d u l e d  f o r  t h i s  p u r p o s e  i n  a c c o r d a n c e  
w i t h  t h e  I F O / S U B  A g r e e m e n t ,  A r t i c l e  6 ,  S e c t i o n  B  a n d  M S U A A S F  / S U B  A g r e e m e n t ,  
A r t i c l e  7 ,  S e c t i o n  B  a n d  t h e  a p p l i c a b l e  p r o v i s i o n  o f  P . E . L . R . A .  [ M & C  5 / 1 5 / 9 2 ]  
O F F I C E  A N D  V O R K  H O U R S  
A d m i n i s t r a t i v e  o f f i c e s  a r e  o p e n  a n d  s t a f f e d  f r o m  8 : 0 0  a . m .  t o  4 : 3 0  p . m .  
I n d i v i d u a l  o f f i c e s  m a y  o p e n  e a r l i e r  o r  c l o s e  l a t e r  d e p e n d i n g  o n  s t a f f  s c h e d u l e s  
a n d  c l i e n t e l e  n e e d s .  N o r m a l l y ,  t e a c h i n g  f a c u l t y  w i l l  b e  r e s p o n s i b l e  f o r  t e n  ( 1 0 )  
o f f i c e  h o u r s  w e e k l y  f o r  s t u d e n t  a d v i s i n g  a n d  o t h e r  c o n t a c t s  w i t h  s t u d e n t s .  
W o r k l o a d  i s  a d m i n i s t e r e d  c o n s i s t e n t  w i t h  A r t i c l e  1 0  o f  t h e  I F O / S U B  A g r e e m e n t  a n d  
A r t i c l e  1 1  o f  t h e  M S U A A S F / S U B  A g r e e m e n t .  [ M & C  5 / 1 5 / 9 2 ]  
O V E R L O A D  
A d d i t i o n a l  a s s i g n m e n t s  a c c e p t a b l e  t o  t h e  f a c u l t y  m e m b e r  s u c h  a s  t e a c h i n g  
e x t e n d e d  c a m p u s  o f f e r i n g s ,  m a y  b e  a s s i g n e d  t o  t h e  u n c l a s s i f i e d  s t a f f  m e m b e r s  
c o n s i s t e n t  w i t h  A r t i c l e  1 2  o f  b o t h  t h e  I F O / S U B  A g r e e m e n t  a n d  M S U A A S F / S U B  
A g r e e m e n t .  U n c l a s s i f i e d  e m p l o y e e s  o v e r l o a d  a s s i g n m e n t s  w i l l  b e  p a i d  a t  t h e  r a t e  
p r o v i d e d  i n  t h e  c u r r e n t  c o l l e c t i v e  b a r g a i n i n g  a g r e e m e n t s  o r  l o c a l  p o l i c y  f o r  
E x c l u d e d  A d m i n i s t r a t o r s .  N o r m a l l y ,  t o t a l  o v e r l o a d  s h a l l  n o t  e x c e e d  8  q u a r t e r  
h o u r s  p e r  a c a d e m i c  y e a r .  [ M & C  5 / 1 5 / 9 2 ]  
P E R S O N N E L  F I L E S  
T h e  U n i v e r s i t y  m a i n t a i n s  o n e  ( 1 )  o f f i c i a l  p e r s o n n e l  f i l e  f o r  e a c h  e m p l o y e e  t o  
w h i c h  t h e  e m p l o y e r  m a y  h a v e  a c c e s s  c o n s i s t e n t  w i t h  t h e  l a w .  R e g u l a t i o n s  f o r  t h e  
i n c l u s i o n  o r  e x c l u s i o n  o f  m a t e r i a l s  a n d  a c c e s s  t o  t h e  s a m e  a r e  d e t a i l e d  i n  t h e  
I F O / S U B  A g r e e m e n t ,  A r t i c l e  9  a n d  t h e  M S U A A S F / S U B  A g r e e m e n t ,  A r t i c l e  6 .  
E m p l o y e e  D a t a  
P R I V A C Y  A C T  R E Q U I R E M E N T S  
A c c e s s i b i l i t y  t o  R e c o r d s  
[ M & C  5 / 1 5 / 9 2 ]  
M i n n e s o t a  l a w  p r o v i d e s  t h a t  a n y  e m p l o y e e  a s k e d  t o  s u p p l y  p r i v a t e  o r  c o n f i d e n t i a l  
d a t a  h a s  t h e  r i g h t  t o  b e  i n f o r m e d  o f  t h e  p u r p o s e  a n d  i n t e n d e d  u s e  o f  t h e  d a t a ,  
w h e t h e r  t h e y  m a y  l e g a l l y  r e f u s e  t o  s u p p l y  d a t a  r e q u e s t e d ,  a n y  c o n s e q u e n c e s  
a r i s i n g  f r o m  t h e i r  s u p p l y i n g  o r  r e f u s i n g  t o  s u p p l y  d a t a ,  a n d  w h o  i s  a u t h o r i z e d  
t o  r e c e i v e  t h e  d a t a .  
U p o n  r e q u e s t  t o  t h e  r e s p o n s i b l e  a u t h o r i t y ,  e m p l o y e e s  m u s t  b e  i n f o r m e d ,  w i t h o u t  
c h a r g e ,  w h e t h e r  t h e y  a r e  t h e  s u b j e c t  o f  s t o r e d  p u b l i c  o r  p r i v a t e  d a t a  a n d  m a y  
r e q u e s t  a n  i n t e r p r e t a t i o n  o f  t h e  d a t a .  
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The accuracy or completeness of the public or private data may be contested 
following procedures outlined in M.S. 14.57-14.62 (1988). 
The IFO/SUB Agreement, Article 9 and the MSUAASF/SUB Agreement, Article 6 
describe practices and procedures for Personnel Files. 
Data Privacy 
Access to · employee records shall be in accordance with the Minnesota Data 
Practices Act, Public data on all current and former employees includes, but is 
not limited to: name; actual gross salary; salary range; contract fees; value 
and nature of employer-paid fringe benefits; job title; job description; 
previous work experience; work location; work telephone number; city and county 
of resident, not including street address. (A complete listing of public 
information is available by contacting the Personnel Office.) All other 
personnel data are private and available only to the subject employee, to others 
with the prior written consent of the employee or pursuant to a court order. 
Refer to the Personnel Office, phone 236-2157, Owens 210. [M&C 5/15/92] 
PROFESSIONAL AND ETHICAL STANDARDS 
Listed below are the ethical standards 
University System Regulations, Article 2.3 
agreements (IFO/SUB Agreement, Article 4 
Article 20) . 
Research and Publication 
and regulations outlined in State 
and/or existing collective bargaining 
and 27; and MSUAASF/SUB Agreement, 
A faculty member is entitled to full freedom in research and in the publication 
of results, so long as he/she fulfills the requirements of his/her other 
academic duties (IFO & SUS Regulations). Research conducted at the direction of 
the university may only be published upon written permission of the president 
(MSUAASF). 
Willful Neglect of Duties 
An individual shall not willfully neglect duties incumbent upon him/her in 
his/her official duties (SUS Regulations). 
Outside Employment 
1. Employees shall not engage in any outside employment which interferes with 
the full and proper performance of duties to the university. 
2. University employees shall not engage in any outside activity which 
interferes with their regular duties. 
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3 .  D u r i n g  a  p e r i o d  o f  f u l l - t i m e  e m p l o y m e n t  a  f u l l - t i m e  u n i v e r s i t y  e m p l o y e e  
s h a l l  n o t  r e c e i v e  e i t h e r  a n  a n n u a l  r e t a i n i n g  f e e  o r  a  r e g u l a r  s a l a r y  ( t r a v e l  
o r  g r a t u i t y  - S U S )  f r o m  a n y  o u t s i d e .  s o u r c e  u n l e s s  t h e  a r r a n g e m e n t  h a s  b e e n  
a p p r o v e d  b y  t h e  u n i v e r s i t y  p r e s i d e n t  o r  h i s / h e r  d e s i g n e e .  T h i s  p r o v i s i o n  
d o e s  n o t  a p p l y  t o  s u c h  t h i n g s  a s  t h e  w r i t i n g  o f  b o o k s  o r  a r t i c l e s ,  o r  t h e  
g i v i n g  o f  o c c a s i o n a l  s p e e c h e s .  
4 .  A  f u l l - t i m e  u n i v e r s i t y  e m p l o y e e  s e r v i n g  a s  a  r e g u l a r  p a i d  c o n s u l t a n t  o r  
s t a f f  m e m b e r  f o r  a n o t h e r  M i n n e s o t a  s t a t e  a g e n c y  s h a l l  d o  s o  w i t h  a n  
a p p r o p r i a t e  l e a v e  o f  a b s e n c e  a n d  d e d u c t i o n  o f  p a y  a t  t h e  u n i v e r s i t y .  
5 .  U n i v e r s i t y  e m p l o y e e s  e n g a g i n g  i n  p r i v a t e  p r a c t i c e ,  s h a l l  n o t  u s e  t h e  
o f f i c i a l  s t a t i o n e r y  o f  t h e  u n i v e r s i t y  o r  o f  t h e  c h a n c e l l o r ,  o r  g i v e  a s  a  
b u s i n e s s  a d d r e s s  t h e  u n i v e r s i t y ,  i t s  b u i l d i n g s ,  i t s  d e p a r t m e n t s  o r  t h e  
O f f i c e  o f  t h e  C h a n c e l l o r .  
6 .  U n i v e r s i t y  e q u i p m e n t  s h a l l  n o t  b e  u s e d  b y  e m p l o y e e s  f o r  p e r s o n a l  u s e  w i t h o u t  
n o t i c e  t o  a n d  t h e  w r i t t e n  c o n s e n t  o f  h i s / h e r  e m p l o y e r  a n d  t h e  p a y m e n t  o f  a  
r e a s o n a b l e  f e e  f o r  t h e  p r i v i l e g e  e n j o y e d .  Y h e r e  e q u i p m e n t  i s  r e a s o n a b l y  
a v a i l a b l e  e l s e w h e r e ,  s u c h  u s e  s h a l l  n o t  b e  a u t h o r i z e d .  A  R e n t a l  o f  S t a t e  
P r o p e r t y / E q u i p m e n t  f o r m  m u s t  b e  c o m p l e t e d .  
7 .  U n i v e r s i t y  e m p l o y e e s  s h a l l  n o t  u s e  t h e i r  p o s i t i o n  t o  s e c u r e  s p e c i a l  
p r i v i l e g e  o r  e x e m p t i o n  f o r  t h e m s e l v e s  o r  o t h e r s .  
8 .  U n i v e r s i t y  e m p l o y e e s  s h a l l  n o t  e n g a g e  i n  a n y  t r a n s a c t i o n  a s  a  r e p r e s e n t a t i v e  
o r  a g e n t  o f  t h e  s t a t e  w i t h  a n y  b u s i n e s s  e n t i t y  i n  w h i c h  t h e y  h a v e  a  
s u b s t a n t i a l  d i r e c t  o r  i n d i r e c t  p e c u n i a r y  i n t e r e s t .  T h i s  s h a l l  n o t  p r e c l u d e  
t h e  u s e  i n  t e a c h i n g  o f  m a t e r i a l s  p r e p a r e d  b y  f a c u l t y  m e m b e r s .  F a c u l t y  
m e m b e r s  p r e p a r i n g  m a t e r i a l s  f o r  ~ale t o  s t u d e n t s  s h a l l  n o t i f y  t h e  p r e s i d e n t  
( R e g u l a t i o n s ,  A r t i c l e  2 . 4 ,  S u b d .  6 . g ) .  A p p r o v a l  h a s  t o  b e  o b t a i n e d  i n  
w r i t i n g  i n  a d v a n c e  f r o m  t h e  u n i v e r s i t y  p r e s i d e n t  ( M S U A A S F ) .  
9 .  U n i v e r s i t y  e m p l o y e e s  s h a l l  n o t  a c c e p t  e m p l o y m e n t  o r  e n g a g e  i n  a n y  b u s i n e s s  
o r  p r o f e s s i o n a l  a c t i v i t y  w h i c h  t h e y  m i g h t  r e a s o n a b l y  e x p e c t  w o u l d  r e q u i r e  o r  
i n d u c e  t h e m  t o  d i s c l o s e  c o n f i d e n t i a l  o r  p r i v a t e  i n f o r m a t i o n  a c q u i r e d  b y  
r e a s o n  o f  t h e i r  o f f i c i a l  p o s i t i o n .  
1 0 .  U n i v e r s i t y  e m p l o y e e s  s h a l l  n o t  d i s c l o s e  t o  u n a u t h o r i z e d  p e r s o n s  c o n f i d e n t i a l  
i n f o r m a t i o n  g a i n e d  b y  t h e m  b y  r e a s o n s  o f  t h e i r  o f f i c i a l  p o s i t i o n  n o r  s h a l l  
t h e  e m p l o y e e  o t h e r w i s e  u s e  s u c h  i n f o r m a t i o n  f o r  p e r s o n a l  g a i n  o r  b e n e f i t .  
[ M & C  5 / 1 5 / 9 2 ]  
P R O F E S S I O N A L  D E V E L O P M E N T  A N D  E V A L U A T I O N  ( P D E P )  
E x c e p t  f o r  t e n u r e d  P r o f e s s o r s ,  f a c u l t y  a t  M o o r h e a d  S t a t e  d e v e l o p  a  
D e v e l o p m e n t  a n d  E v a l u a t i o n  P l a n  ( P D E P )  i n  c o n s u l t a t i o n  w i t h  
C h a i r p e r s o n  a n d  d e p a r t m e n t  c o n s i s t e n t  w i t h  p e r s o n a l  a n d  
o b j e c t i v e s .  T h e  p l a n  i s  b a s e d  o n  t h e  f o l l o w i n g  c r i t e r i a :  
P r o f e s s i o n a l  
t h e i r  D e a n ,  
d e p a r t m e n t a l  
1 .  D e m o n s t r a t e d  a b i l i t y  t o  t e a c h  e f f e c t i v e l y  o r  p e r f o r m  e f f e c t i v e l y  i n  o t h e r  
c u r r e n t  a s s i g n m e n t s .  
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2. Scholarly or creative achievement or research. 
3. Evidence of continuing preparation and study. 
4. Contribution to student growth and development. 
5. Service to the university and community. 
This is an important process which should be carefully carried out because it is 
used, in part, for personnel decisions, including retention, tenure and 
promotion. 
IFO/SUB Agreement, Article 22 (M&C 5/15/92] 
PROFESSIONAL IMPROVEMENT 
Funds are available for faculty improvement grants, research, and release time. 
Such funds are granted based upon proposals written by faculty members and 
reviewed by faculty and administration. 
Funds are also available for professional travel and the purchase of books, 
journals and software. The department, through a democratic process, determines 
an equitable process for the distribution of these funds. 
IFO/SUB Agreement, Article 19. (M&C 5/15/92] 
PROFESSIONAL MEETINGS 
Unclassified and professional/supervisory classified employees may be absent 
from the university to participate in non-university related professional 
meetings, conferences and activities. Unclassified requests for absence and a 
Travel Requisition must be completed and approval obtained 10 class days in 
advance by the appropriate dean/administrative unit head and appropriate vice 
president. Professional/supervisory classified employees much also prepare the 
travel requisition for approval by the immediate supervisor and the president. 
[M&C 5/15/92] 
PROMOTIONS 
A faculty member who w~shes to apply for promotion should initiate the process 
by a date established annually. The faculty member must complete an application 
for promotion and send the application, along with supporting documentation, to 
the department chairperson. A copy of the application for promotion should also 
be sent to the dean. The department chair will ask the department to develop 
its recommendation. The recommendation of the department and of the department 
chairperson, along with all supporting documentation, should be sent to the dean 
by January 30. (See IFO/SUB Agreement, Article 25, Section B, Subd. 1 and 
Article 20, Section A, Subd. 3 and 4.) There is no specific application form. A 
letter or memo will suffice. Supporting documentation will be needed and should 
cover all areas of performance/responsibility. 
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S u p p o r t i n g  D o c u m e n t a t i o n  
1 .  M a t e r i a l s  s u b m i t t e d  b y  t h e  f a c u l t y  m e m b e r  w h i c h  s p e a k  t o  t h e  p r i n c i p l e s  o f  
d e m o n s t r a t e d  c o n s i s t e n t  p e r f o r m a n c e  a n d  h i g h  a c h i e v e m e n t .  T h e  c r i t e r i a  t o  b e  
u s e d  s h a l l  i n c l u d e :  
a .  D e m o n s t r a t e d  a b i l i t y  t o  t e a c h  e f f e c t i v e l y  o r  p e r f o r m  e f f e c t i v e l y  i n  
o t h e r  c u r r e n t  a s s i g n m e n t s  
b .  S c h o l a r l y  o r  c r e a t i v e  a c h i e v e m e n t ,  o r  r e s e a r c h  
c .  E v i d e n c e  o f  c o n t i n u i n g  p r e p a r a t i o n  a n d  s t u d y  
d .  C o n t r i b u t i o n  t o  s t u d e n t  g r o w t h  a n d  d e v e l o p m e n t  
e .  S e r v i c e  t o  t h e  u n i v e r s i t y  a n d  c o m m u n i t y  
A d d i t i o n a l l y ,  l e n g t h  o f  s e r v i c e  i n  r a n k  a n d  a t  t h e  u n i v e r s i t y  m a y  b e  a  
f a c t o r .  
T h e  f a c u l t y  m e m b e r  m a y  s u b m i t  r e s u l t s  o f  s t u d e n t  e v a l u a t i o n s  o r  r e q u e s t  t h a t  
t h e  d e p a r t m e n t  c h a i r  i n c l u d e  r e s u l t s  o f  s t u d e n t  e v a l u a t i o n s  a s  p a r t  o f  t h e  
d o c u m e n t a t i o n .  
2 .  R e c o m m e n d a t i o n  o f  t h e  d e p a r t m e n t .  ( W h e r e  a  f a c u l t y  m e m b e r  t e a c h e s  i n  m o r e  
t h a n  o n e  d e p a r t m e n t ,  e a c h  d e p a r t m e n t  m u s t  s u b m i t  a  r e c o m m e n d a t i o n . )  
3 .  T h e  c h a i r p e r s o n ' s  c o m m e n t s  a n d  r e c o m m e n d a t i o n .  
4 .  T h e  f a c u l t y  m e m b e r ' s  c o m m e n t s  o n  t h e  r e c o m m e n d a t i o n s  o f  t h e  d e p a r t m e n t  a n d  
t h e  c h a i r p e r s o n  ( i f  h e / s h e  s o  c h o o s e s ) .  
P r o c e d u r e s  
A  m o r e  d e t a i l e d  d e s c r i p t i o n  o f  p r o c e d u r e s  i s  a s  f o l l o w s :  
1 .  E a c h  d e p a r t m e n t  s h o u l d  h a v e  o n  f i l e  i n  t h e  O f f i c e  o f  A c a d e m i c  A f f a i r s  a n  
u p d a t e d  w r i t t e n  s t a t e m e n t  o f  d e p a r t m e n t a l  p r o c e d u r e s  f o r  t h e  i n v o l v e m e n t  o f  
s t u d e n t s  a n d  f a c u l t y  i n  t h e  p r o c e s s  o f  f a c u l t y  e v a l u a t i o n .  
2 .  T h e  s p e c i f i e d  d e p a r t m e n t a l  e v a l u a t i o n  p r o c e d u r e s  m u s t  b e  d e t e r m i n e d  b e f o r e  
t h e  r e c o m m e n d a t i o n  o f  t h e  d e p a r t m e n t  c a n  b e  d e v e l o p e d .  
3 .  T h e  c h a i r p e r s o n  s h a l l  c a l l  a  d e p a r t m e n t  f a c u l t y  m e e t i n g  b e f o r e  m a k i n g  a  
r e c o m m e n d a t i o n  c o n c e r n i n g  · p r o m o t i o n .  T h e  p u r p o s e  o f  t h e  m e e t i n g  s h a l l  b e  t o  
d i s c u s s  t h e  p e r f o r m a n c e  a n d  q u a l i f i c a t i o n s  o f  t h e  f a c u l t y  m e m b e r  r e l a t i v e  t o  
p r o m o t i o n  c r i t e r i a .  
4 .  T h e  c h a i r p e r s o n  w i l l  s e n d  a  w r i t t e n  a n d  s i g n e d  r e p o r t  t o  t h e  a p p r o p r i a t e  
d e a n  w h i c h  s u m m a r i z e s  t h e  c o n c l u s i o n s  o f  t h e  e v a l u a t i o n  o f  t h e  c a n d i d a t e  b y  
t h e  d e p a r t m e n t  f a c u l t y ,  i n c l u d i n g  t h e  r e s u l t s  o f  t h e  f a c u l t y  p o l l  a n d  
i n c l u d e  h i s / h e r  s p e c i f i c  r e c o m m e n d a t i o n  r e g a r d i n g  p r o m o t i o n .  T h e  c h a i r p e r s o n  
w i l l  a l s o  s e n d  a  c o p y  t o  t h e  f a c u l t y  m e m b e r  i n  q u e s t i o n ,  w h o  m a y  r e s p o n d  i n  
w r i t i n g  t o  t h e  d e a n  p r o v i d e d  t h a t  a  c o p y  o f  t h e  r e s p o n s e  i s  a l s o  s e n t  t o  t h e  
c h a i r p e r s o n .  
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5. The chairperson shall report in writing to the faculty what he/she has done 
if his/her ultimate conclusion regarding promotion differed from that of the 
department. Any faculty member who is in disagreement with the chairperson's 
recommendation may forward his/her views directly to the appropriate dean, 
provided that the chairperson and the faculty member under consideration 
also receive a copy of the memorandum. 
6. The faculty dean shall conduct an independent review of the candidate and 
after considering the information available, including the department 
recommendation, the chairperson's statement and other pertinent responses, 
shall prepare a written recommendation, a copy of which will be sent to the 
faculty member in question. In addition, copies of the supporting materials, 
if any, which are submitted to the dean by the academic department as a part 
of the recommendation for promotion will be given to the faculty member 
under review. If the dean develops supporting materials in addition to those 
submitted to him/her by the academic department, a copy of such materials 
will be made available to the faculty member prior to submission of the 
recommendation to the academic vice president. 
7. The academic vice president makes a recommendation to the president after 
considering the documentation of the application and the advice of the dean. 
8. The faculty member may meet with the dean to discuss · the proposed 
recommendation to the vice president. The faculty member may also meet with 
the president prior to the president's final decision, after receiving a 
copy of the vice president's recommendation to the president. 
9. Those promotions which are awarded shall be announced to the faculty by the 
President. 
Criteria 
The following criteria constitute the minimum necessary to be considered for 
promotion. (Exceptions to these minima can be made for an outstanding 
individual, but the burden of proof for such exceptions rests with the 
individual and the department.) 
Assistant Professor. In addition to "Supporting Documentation, 1." above: 
Attainment of the terminal degree consistent with the discipline. (The 
earned doctorate is considered the standard, although for some departments 
it may not be practical. It is the responsibility of the department to 
furnish convincing evidence that alternative criteria are justified.) 
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A s s o c i a t e  P r o f e s s o r .  I n  a d d i t i o n  t o  " S u p p o r t i n g  D o c u m e n t a t i o n ,  1 . "  a b o v e :  
1 .  R e c o g n i t i o n  b y  t h e  u n i v e r s i t y  t h a t  t h e  f a c u l t y  m e m b e r  i s  a  g o o d  t e a c h e r .  
2 .  A  m i n i m u m  o f  t h r e e  y e a r s  a s  a n  a s s i s t a n t  p r o f e s s o r .  
3 .  A t  l e a s t  s e v e n  y e a r s  o f  c o l l e g i a t e  l e v e l  t e a c h i n g  o r  r e l a t e d  e x p e r i e n c e .  
P r o f e s s o r .  I n  a d d i t i o n  t o  " S u p p o r t i n g  D o c u m e n t a t i o n ,  1 . "  a b o v e :  
1 .  R e c o g n i t i o n  b y  t h e  u n i v e r s i t y  t h a t  t h e  f a c u l t y  m e m b e r  i s  a n  o u t s t a n d i n g  
t e a c h e r .  
2 .  A  m i n i m u m  o f  f o u r  y e a r s  a s  a n  a s s o c i a t e  p r o f e s s o r .  
3 .  A t  l e a s t  t e n  y e a r s  o f  c o l l e g i a t e  l e v e l  t e a c h i n g  o r  r e l a t e d  e x p e r i e n c e .  
[ M & C  5 / 1 5 / 9 2 ]  
R E C R U I T M E N T  A N D  H I R I N G  O F  U N C L A S S I F I E D  E M P L O Y E E S  
T h e  r e c r u i t m e n t  a n d  h i r i n g  p r o c e d u r e s  e s t a b l i s h e d  b y  M S U  a r e  c o n s i s t e n t  w i t h  t h e  
E O / A A  p r o g r a m  o f  t h e  S y s t e m .  T h e  p o l i c i e s ,  p r o c e d u r e s ,  a n d  f o r m s  i n c l u d e d  i n  t h e  
R e c r u i t m e n t  a n d  H i r i n g  M a n u a l  a r e  i n t e n d e d  t o  s u p p o r t  a n d  a d v a n c e  t h e  S y s t e m ' s  
E O / A A  p o l i c y  a n d  a i d  U n i v e r s i t y  S e a r c h  C o m m i t t e e s  a n d  h i r i n g  o f f i c i a l s  t o  
i d e n t i f y  a n d  s e l e c t  h i g h l y  q u a l i f i e d  c a n d i d a t e s  f o r  u n c l a s s i f i e d  p o s i t i o n s  i n  
a c c o r d a n c e  w i t h  i t s  E O / A A  p o l i c y .  F o r  a d d i t i o n a l  i n f o r m a t i o n  o n  S y s t e m  a n d  
U n i v e r s i t y  E O / A A  p o l i c y  r e f e r  t o  M S U ' s  A f f i r m a t i v e  A c t i o n  P l a n .  C o p i e s  o f  t h e  
R e c r u i t m e n t  a n d  H i r i n g  M a n u a l  a n d  t h e  M S U  A f f i r m a t i v e  A c t i o n  P l a n  a r e  a v a i l a b l e  
f o r  y o u r  r e v i e w  f r o m  y o u r  D e p a r t m e n t  C h a i r  o r  D i r e c t o r ,  t h e  P e r s o n n e l  O f f i c e ,  
a n d  t h e  A f f i r m a t i v e  A c t i o n  O f f i c e .  
T h e  p r o c e d u r e s  a r e  a  v i t a l  a s p e c t  o f  M S U '  s  c o m m i t m e n t  t o  t h e  s p i r i t  a n d  t h e  
l e t t e r  o f  F e d e r a l  a n d  S t a t e  l a w s  r e l a t i n g  t o  E O / A A ,  a n d  a r e  d e s i g n e d  t o  
i m p l e m e n t  i n s t i t u t i o n a l  g o a l s  o f  i n c r e a s i n g  t h e  n u m b e r  o f  u n d e r u t i l i z e d  g r o u p  
m e m b e r s  w i t h i n  t h e  w o r k f o r c e  o f  t h e  U n i v e r s i t y .  [ M & C  5 / 1 5 / 9 2 ]  
R E N E V A L / N O N - R E N E V A L  
T h e  d e p a r t m e n t ,  t h e  c h a i r p e r s o n ,  t h e  d e a n  a n d  t h e  v i c e  p r e s i d e n t  m a k e  
r e c o m m e n d a t i o n s  t o  t h e  P r e s i d e n t  p r i o r  t o  h i s  d e c i s i o n  o n  r e n e w a l .  T h e  d e c i s i o n  
b y  t h e  P r e s i d e n t  t o  n o n - r e n e w  p r o b a t i o n a r y  f a c u l t y  s h a l l  n o t  b e  f o r  a r b i t r a r y  o r  
c a p r i c i o u s  r e a s o n s .  
T h e  n o t i c e  f o r  n o n - r e n e w a l  o f  a  f i r s t  y e a r  a p p o i n t m e n t  s h a l l  b e  m a d e  n o  l a t e r  
t h a n  M a r c h  1  o f  t h e  f i r s t  a c a d e m i c  y e a r  a n d  n o  l a t e r  t h a n  M a y  3 1  o f  t h e  y e a r  
p r i o r  t o  e x p i r a t i o n  o f  t h e  a p p o i n t m e n t  d u r i n g  t h e  s e c o n d  a n d  s u b s e q u e n t  y e a r s  o f  
a c a d e m i c  s e r v i c e .  
F a c u l t y  r i g h t s  i n  t h i s  p r o c e s s  a r e  f u l l y  e x p l i c a t e d  i n  
A r t i c l e  2 4 ,  S e c t i o n  B .  
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t h e  I F O / S U B  A g r e e m e n t ,  
[ M & C  5 / 1 5 / 9 2 ]  
RESEARCH MISCONDUCT PROCEDURE 
Document in process. 5/15/92 
RETIREMENT 
Under provisions of Minnesota law, all state employees are members of a state 
retirement plan. Classified employees are enrolled in the Minnesota State 
Retirement System - 4. 34 percent of gross salary is deducted from employee's 
paycheck; 4.51 percent of gross salary is contributed by the university to the 
same fund. 
Unclassified employees are enrolled in one of several State of Minnesota 
retirement funds. Both the employee and the employer make contributions to the 
employee's retirement fund. Effective with the third contract year for full-time 
unclassified employees, an additional 5 percent of gross salary between $6,000 
and $26,000 will be deducted for the Supplemental Retirement Plan. The State of 
Minnesota matches the employee's contribution to this fund. 
Mandatory retirement for IFO faculty is age 70, while there is no mandatory 
retirement for all other employees. Employees are eligible to draw retirement 
benefits upon retirement with the completion of a minimum of three years of 
state service. If state service is terminated prior to three years of service, a 
refund of the employee's contributions can be requested by submission of the 
appropriate form. 
A proportionate annuity is available for employees with as little as one year of 
service provided they work until age 65 or over. The percentage applied to their 
average salary to determine their retirement annuity is based on the number of 
years and months of service they complete. The IFO/SUB Agreement, Article 15 
also describes an Experimental Phased Retirement Program. 
The Teachers Retirement Plan provides unclassified employees the opportunity for 
retirement counseling. Members may have their questions answered during a 25 
minute scheduled conference with a Teachers Retirement Association counselor. To 
make an appointment call 1-800-652-9747. If you have questions regarding 
retirement call the Personnel Office, phone 236-2157, Owens 210. (M&C 5/15/92) 
RETRENCHMENT 
Retrenchment is the layoff of tenured or probationary faculty members due to 
system or University budget reductions, budget deallocations, expenditure 
freezes, or unfunded increases in operating costs, resulting . from action by 
either the Legislature, the Governor, or the Minnesota State University Board, 
or program changes or enrollment shifts, or legislative mandate. The process for 
retrenchment or layoff, the requirements of the employer and the rights of the 
employee are detailed in the IFO/SUB Agreement, Article 23 and the MSUAASF/SUB 
Agreement, Article 21. [M&C 5/15/92) 
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S A B B A T I C A L  L E A V E S  
F o l l o w i n g  a r e  t h e  p o l i c i e s  a n d  p r o c e d u r e s  d e a l i n g  w i t h  f a c u l t y  s a b b a t i c a l  l e a v e s  
c o n s i s t e n t  w i t h  A r t i c l e  1 7  o f  t h e  I F O  a n d  M S U A A S F  a g r e e m e n t s .  
1 .  T h e  p r e s i d e n t  m a y  g r a n t  s a b b a t i c a l  l e a v e  t o  a  f a c u l t y  m e m b e r  w h o  p r o p o s e s  t o  
u n d e r t a k e  a  s c h o l a r l y  r e s e a r c h  p r o j e c t ,  a d d i t i o n a l  s t u d y  o r  o t h e r  e n d e a v o r s  
t h a t  w i l l  e n h a n c e  a  f a c u l t y  m e m b e r ' s  c o n t r i b u t i o n  t o  t h e  u n i v e r s i t y .  
2 .  I n  o r d e r  t o  b e  e l i g i b l e  f o r  s a b b a t i c a l  l e a v e ,  a  f a c u l t y  m e m b e r  m u s t  h a v e  
c o m p l e t e d  a t  l e a s t  s i x  y e a r s  o f  s e r v i c e  a t  t h e  u n i v e r s i t y  s i n c e  a  f a c u l t y  
m e m b e r ' s  i n i t i a l  d a t e  o f  e m p l o y m e n t  o r  s e r v i c e  s i n c e  t h e  e x p i r a t i o n  o f  s u c h  
f a c u l t y  m e m b e r ' s  l a s t  s a b b a t i c a l  l e a v e .  G r a n t i n g  o f  s u c h  l e a v e  i s  c o n t i n g e n t  
u p o n  t h e  p r e s i d e n t ' s  d e t e r m i n a t i o n  t h a t  f u n d s  a r e  a v a i l a b l e  f o r  t h i s  p u r p o s e  
a n d  t h a t  s t a f f i n g  r e q u i r e m e n t s  o f  t h e  u n i v e r s i t y  c a n  b e  m e t .  I f  s u c h  a  
r e q u e s t  i s  d e n i e d ,  r e a s o n s  s h a l l  b e  c o m m u n i c a t e d  t o  t h e  f a c u l t y  m e m b e r  i n  
w r i t i n g .  
3 .  T h e  f a c u l t y  m e m b e r ' s  a p p l i c a t i o n  f o r  s a b b a t i c a l  l e a v e  s h a l l  i n c l u d e  a  
w r i t t e n  p l a n  c o n s i s t e n t  w i t h  t h e  p u r p o s e s  o u t l i n e d  i n  o n e  a b o v e .  
4 .  T h e  f a c u l t y  m e m b e r  s h a l l  a g r e e  i n  w r i t i n g  t o  r e t u r n  t o  t h e  u n i v e r s i t y  f o r  a  
l e a s t  o n e  y e a r  o f  f u l l - t i m e  s e r v i c e  a f t e r  t h e  c o m p l e t i o n  o f  t h e  s a b b a t i c a l  
l e a v e .  I n  t h e  e v e n t  t h e  f a c u l t y  m e m b e r  f a i l s  t o  f u l f i l l  s u b s t a n t i a l l y  t h e  
p l a n  f o r  w h i c h  h e / s h e  w a s  g r a n t e d  a  s a b b a t i c a l  l e a v e  o r  f a i l s  t o  r e t u r n  t o  
t h e  u n i v e r s i t y  f o r  o n e  y e a r  o f  f u l l - t i m e  s e r v i c e ,  t h e  f a c u l t y  m e m b e r  s h a l l  
r e f u n d  t o  t h e  u n i v e r s i t y  s u c h  f u n d s  a w a r d e d  d u r i n g  t h e  s a b b a t i c a l  p e r i o d .  
5 .  S a b b a t i c a l  l e a v e s  m a y  b e  g r a n t e d  f o r  o n e  q u a r t e r  a t  f u l l  b a s e  s a l a r y ,  t w o  
q u a r t e r s  a t  t w o - t h i r d s  s a l a r y ,  o r  a  f u l l  a c a d e m i c  y e a r  f o r  t w o - t h i r d s  
s a l a r y .  S a b b a t i c a l  l e a v e s ,  b a s e d  o n  1 0  o r  m o r e  y e a r s  o f  s e r v i c e ,  s h a l l  b e  
g r a n t e d  o n l y  f o r  a  f u l l  a c a d e m i c  y e a r  a t  t w o - t h i r d s  s a l a r y .  
6 .  F a c u l t y  m e m b e r s  o n  s a b b a t i c a l  l e a v e  m~y a c c e p t  s c h o l a r s h i p s ,  f e l l o w s h i p s ,  
g r a n t s  o r  e m p l o y m e n t  d u r i n g  t h e  s a b b a t i c a l  l e a v e ,  p r o v i d e d  t h e y  s e r v e  t h e  
p u r p o s e  o f  t h e  s a b b a t i c a l  l e a v e .  
7 .  A  f a c u l t y  m e m b e r  s h a l l  b e  e l i g i b l e  f o r  c o n t i n u e d  g r o u p  i n s u r a n c e  b e n e f i t s  a s  
p r o v i d e d  b y  l a w  d u r i n g  t h e  c o u r s e  o f  t h e  l e a v e .  
8 .  F o r  f u r t h e r  d e t a i l s  o f  t h e  c u r r e n t  s a b b a t i c a l  l e a v e  p o l i c y  a n d  p r o c e d u r e s ,  
c o n s u l t  t h e  I F O  a g r e e m e n t s .  
9 .  P r o c e d u r e s  f o r  a p p l i c a t i o n :  
a .  U t i l i z e  a p p l i c a t i o n s  a v a i l a b l e  i n  t h e  A c a d e m i c  A f f a i r s  O f f i c e .  
b .  R e c o m m e n d a t i o n s  m u s t  b e  m a d e  b y  t h e  d e p a r t m e n t ,  t h e  d e p a r t m e n t  
c h a i r p e r s o n  a n d  t h e  d e a n .  
c .  A l l  a p p l i c a n t s  m u s t  b e  a p p r o v e d  b y  t h e  p r e s i d e n t  o r  h i s / h e r  d e s i g n e e .  
d .  E x c e p t  i n  u n u s u a l  c i r c u m s t a n c e s ,  a p p l i c a t i o n s  a r e  d u e  i n  t h e  a p p r o p r i a t e  
d e a n ' s  o f f i c e  b y  N o v e m b e r  1 5  f o r  t h e  l e a v e  p e r i o d  o f  t h e  f o l l o w i n g  
a c a d e m i c  y e a r  o r  a n y  p a r t  t h e r e o f .  [ M & C  5 / 1 5 / 9 2 ]  
- 1 0 9  -
SALARIES 
Remuneration is based on a salary schedule which is a part of the negotiated 
agreement. 
The individual hired is placed on a step in one of the two lanes 
salary as advertised in the vacancy notice, and the individual's 
It should be emphasized that the initial determination of 
placement is extremely important. After initial placement, the 
becomes the determining factor for salary increments. 
consistent with 
qualifications. 
lane and step 
salary schedule 
During those years when the biannual contract has not yet been negotiated, a 
faculty member will be offered a salary in a particular rank. When the contract 
is agreed upon the faculty member will be placed on a step in the lane 
commensurate with the rank assigned that is closest to but not less than the 
salary figure agreed upon. Thus, newly hired faculty should not expect a step 
increase when the contract is finally ratified. 
IFO/SUB Agreement, Article 11. [M&C 5/15/92] 
SENIORITY 
Seniority is defined as full time equivalent years of continuous service and is 
applied in situations such as retrenchment, granting of sabbaticals, etc . 
Seniority rosters are posted twice a year. Seniority and its application is 
fully · explained in the IFO/SUB Agreement, Article 29 and the MSUAASF/SUB 
Agieement, Article 21, Section A, Subd. 4. [M&C 5/15/92] 
SEPARATION INCENTIVE 
Early separation or retirement incentives may be available as provided by your 
State retirement program or though your bargaining agreement as described in 
Article 16 of the IFO/SUB Agreement and Article 15 of the MSUAASF/SUB Agreement . 
For further information contact the Personnel Office, phone 236-2157, Owens 210. 
[M&C 5/15/92] 
SICK LEAVE 
When absent because of illness unclassified employees are responsible for 
reporting absence from duty on the Request for Paid Leave of Absence form. 
Submit one form for each continuous absence. If the absence involves more than 
one month, .a separate form for each month must be completed. The university 
reserves the right to request a doctor's certification prior to return to duty 
or before approving payroll in which credit is given for sick leave. Forms are 
available from the Personnel Office or from the employee's department 
chairperson or supervisor. [M&C 5/15/92] 
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S U M M E R  S E S S I O N S  
F a c u l t y  m e m b e r s  h a v e  e q u a l  a c c e s s  t o  s u m m e r  t e a c h i n g  a s s i g n m e n t s .  A c c e s s ,  
h o w e v e r  s h a l l  n o t  o v e r r i d e  c u r r i c u l a r  d e t e r m i n a t i o n s  o r  q u a l i f i c a t i o n s .  F o r  
1 9 9 0 - 9 1  s u m m e r  s a l a r i e s  a r e  b a s e d  o n  1 . 5 %  o f  t h e  f a c u l t y  m e m b e r ' s  p r e c e d i n g  n i n e  
m o n t h s  b a s e  p a y  p e r  c r e d i t  h o u r ,  b u t  n o t  l e s s  t h a n  $ 4 9 5 / c r e d i t  h o u r .  I F O / S U B  
A g r e e m e n t ,  A r t i c l e  1 3 .  [ M & C  5 / 1 5 / 9 2 ]  
T E N U R E  
A  p r o b a t i o n a r y  f a c u l t y  m e m b e r  b e c o m e s  a  c a n d i d a t e  f o r  t e n u r e  w h e n  h e / s h e  s u b m i t s  
a  t e n u r e  r e q u e s t  w h i c h  d o c u m e n t s  c o n t r i b u t i o n s  t o  t h e  d e p a r t m e n t ,  d i v i s i o n  a n d  
u n i v e r s i t y  i n  t h e  a r e a s  o f  t e a c h i n g ,  s c h o l a r l y  a n d  a r t i s t i c  a c h i e v e m e n t ,  
p r o f e s s i o n a l  g r o w t h  a n d  d e v e l o p m e n t ,  a n d  s e r v i c e  t o  t h e  u n i v e r s i t y  a n d  
c o m m u n i t y .  A  t e n u r e  r e q u e s t  w i l l  n o r m a l l y  b e  s u b m i t t e d  f o r  e v a l u a t i v e  a c t i o n  
d u r i n g  t h e  f i f t h  y e a r  o f  c o n t i n u o u s  f u l l - t i m e  s e r v i c e  i n  a  t e n u r e  e a r n i n g  
p o s i t i o n .  A l l  t e n u r e  r e q u e s t s ,  w h e t h e r  o r  n o t  a p p r o v e d ,  w i l l  b e  a c t e d  u p o n  a n d  
f o r w a r d e d  t h r o u g h  c h a n n e l s .  A l l  s u p p o r t i n g  m a t e r i a l s  w i l l  a c c o m p a n y  t h e  
r e c o m m e n d a t i o n  u n t i l  t h e  p r o c e d u r e s  h a v e  b e e n  c o m p l e t e d .  
F a c u l t y  t e n u r e  a p p l i c a t i o n  p r o c e d u r e s  a n d  d e a d l i n e s  a r e  e s t a b l i s h e d  b y  t h e  
P r e s i d e n t  i n  a c c o r d a n c e  w i t h  A r t i c l e s  2 1  o f  t h e  I F O / S U B  A g r e e m e n t .  
( M & C  5 / 1 5 / 9 2 ]  
T U I T I O N  V A I V E R .  
U n c l a s s i f i e d  e m p l o y e e s  s h a l l  b e  e n t i t l e d  t o  e n r o l l m e n t ,  o n  a  s p a c e  a v a i l a b l e  
b a s i s ,  i n  c o u r s e s  a t  a n y  u n i v e r s i t y  i n  t h e  s y s t e m  w i t h o u t  p a y m e n t  o f  t u i t i o n  o r  
f e e s ,  e x c e p t  l a b o r a t o r y  a n d  s p e c i a l  c o u r s e  f e e s .  S u c h  e n r o l l m e n t  s h a l l  n o t  
e x c e e d  t w e n t y - f o u r  ( 2 4 )  c r e d i t s  f o r  a  f i s c a l  y e a r .  T h e  f a c u l t y  m e m b e r ' s  s p o u s e  
o r  d e p e n d e n t  c h i l d r e n  m a y  s h a r e  t h i s  r i g h t  w i t h i n  t h e  l i m i t  e s t a b l i s h e d  a b o v e ,  
w i t h  w a i v e r  o f  t u i t i o n  o n l y .  ( I F O / S U B  A g r e e m e n t ,  A r t i c l e  2 7 ;  M S U A A S F / S U B  
A g r e e m e n t ,  A r t i c l e  2 0 )  [ M & C  5 / 1 5 / 9 2 ]  
V A C A T I O N S / C L A S S  B R E A K S / E X A M I N A T I O N  V E E K  
C l a s s  o r  q u a r t e r  b r e a k s  o c c u r  a t  t h e  e n d  o f  e a c h  a c a d e m i c  q u a r t e r  a n d  r e p r e s e n t  
a  s h o r t  v a c a t i o n  p e r i o d  o r  b r e a k  f o r  s t u d e n t s ,  c l a s s i f i e d  s e a s o n a l  e m p l o y e e s  a n d  
t e a c h i n g  f a c u l t y  w h o  h a v e  r e g u l a r  9 - m o n t h  a p p o i n t m e n t s .  C l a s s i f i e d  e m p l o y e e s ,  
f a c u l t y  a n d  u n c l a s s i f i e d  a d m i n i s t r a t o r s  h a v i n g  1 2 - m o n t h  c o n t r a c t s  a r e  r e q u i r e d  
t o  b e  o n  d u t y ,  u n l e s s  u s i n g  a n n u a l  l e a v e .  
A t  t h e  e n d  o f  e a c h  q u a r t e r  t h e  a c a d e m i c  c a l e n d a r  p r o v i d e s  a n  e x a m i n a t i o n  w e e k  
w h i c h  i s  c o m p r i s e d  o f  d a y s  o n  w h i c h  f i n a l  e x a m i n a t i o n s  o r  c l a s s  p e r i o d s  a r e  
h e l d .  C l a s s e s  n o r m a l l y  s c h e d u l e d  f o r  t h i s  w e e k  a r e  n o t  m a d e  u p  i n  a d v a n c e  o r  
s h i f t e d  t o  a n o t h e r  p e r i o d  m e r e l y  t o  l e n g t h e n  f r e e  o r  v a c a t i o n  t i m e .  S u c h  
u n a u t h o r i z e d  c h a n g e s  w i l l  b e  t r e a t e d  a s  u n a u t h o r i z e d  a b s e n c e s .  C o n t a c t  t h e  
a p p r o p r i a t e  v i c e  p r e s i d e n t .  [ M & C  5 / 1 5 / 9 2 ]  
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YORKER'S COMPENSATION 
All employees including graduate assistants and student workers who sustain an 
injury while performing the duties of their position should immediately report 
the incident to their supervisor and contact the Personnel Office for the 
purpose of preparing a First Report on Injury form. Questions should be directed 
to the Personnel Office, phone 236-2157, Owens 210. [M&C 5/15/92] 
WORKLOAD 
A Standard contract obligates the faculty member to 168 duty days. Normally, a 
faculty member is assigned 12 undergraduate hours of teaching per quarter. A 
faculty member's teaching load shall not exceed 14 undergraduate credit hours 
per quarter nor 36 undergraduate credit hours per academic year. Adjustments 
are made for graduate courses, studio courses, lab courses, interactive 
television courses, off-campus courses, assessment of prior learning and 
overloads. Special language is supplied for those involved in non-teaching 
assignments, coaching, theatre and forensics. Normally, the faculty member is 
to schedule 10 hours weekly for advising and other contacts with students. 
IFO/SUB Agreement, Article 10 [M&C 5/15/92) 
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